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Occupations  10 


Introduction 


WHY  STUDY  OCCUPATIONS  10? 


The  working  world  is  undergoing  many  changes  due  largely 
to  the  effects  of  automation  and  other  new  methods  of  production . 
Also,  as  society  changes,  so  do  its  needs  and  values  change. 
New  occupations  must  be  formed  to  meet  these  needs  .  Along 
with  these  changes  is  an  increased  emphasis  on  education  and 
training  beyond  the  high  school  level.    The  course  in  Occupations 
10  gives  you,  the  student,  an    opportunity  to  see  where  you  fit 
into  the  training  program.     You  will  have  the  opportunity  to 
know  yourself  better,  to  study  varied  occupations  systematically 
and  to  learn  how  to  prepare  for  jobs  in  different  fields  of 
activity.     IT  IS  NOT  OUR  AIM  TO  HAVE  YOU  CHOOSE  YOUR 
CAREER  BY  THE  END  OF  THE  TWELVE  LESSONS.  However, 
the  Occupations  10  course  does  attempt  to  furnish  you  with  a 
background  of  knowledge  which  will  enable  you  to  compare 
occupations  and  guide  you  in  your  choice  of  occupation  and  type 
of  training. 

The  objectives  of  Occupations  10  are  listed  below. 


♦  To  s  how  the  relation  between  work  habits 
in  school  and  your  possible  success  on  the  job. 


•  To  encourage  you  to  select  a  vocational  area  related 
to  your  abilities  and  interests . 


•  To  bring  your  attention  to  the  importance  of  desirable 
attitudes  towards  the  world  of  work. 


•  To  focus  your  attention  on  the  changing  nature  of 
employment  and  its  possible  relationship  to  you. 
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Introduction 


You  now  have  some  idea  of  what  to  expect  of  the  Occupations  10  course, 
FINISH  READING  THE  INTRODUCTORY  PAGES.     This  section  will  explain 
what  is  required  of  you  and  will  give  you  some  helpful  hints  on  studying  by 
correspondence . 


HOW  TO  BEGIN 

1.  Carefully  remove  the  staples  from  this  course  by  opening 
the  book  in  half,   then  pull  the  back  half  off  the  staples. 
The  staples  may  then  be  pulled  out  of  the  front  half  with 
a  dull  knife.     Store  your  loose  pages  in  a  ring  binder. 

Do  not  rip  pages  from  the  staples. 

2.  Read  all  the  assignments  given  in  each  lesson.  Also 
study  the  notes  very  carefully  before  attempting  the 
exercises. 

3.  After  doing  each  lesson  check  over  your  whole  lesson 
carefully.     Is  it  complete? 

4.  Lessons  which  are  returned  to  you  marked  as 
"incomplete"  or  "Repeat"  must  be  submitted  a  second 
time.     They  should  include  all  of  the  original  lesson,  the 
same  Lesson  Record  Form,   and  any  additions  or  changes 
required  by  your  correspondence  teacher. 

5.  At  the  beginning  of  each  lesson  you  will  find  a  colored 
sheet.     This  is  a  Lesson  Record  Form.     Fill  it  in  with 
your  complete  name,    address  and  postal  code.  Filling 
in  the  Lesson  Record  Form  correctly  is  important  since 
we  use  the  Lesson  Record  Form  as  your  return  mailing 
label. 

6.  When  estimating  your  time  spent  on  the  lesson,  count 
study  time  as  well  as  time  spent  completing  the  written 
exercises  and  place  this  in  the  appropriate  space. 

7.  Send  in  for  correction  only  the  lesson  pages  containing 
the  exercises.     Sending  in  the  lesson  notes  just  increases 
your  mailing  costs. 

8.  Plan  to  submit  only  one  or  two  lessons  per  week.  You 
benefit  more  from  your  teacher's  comments  if  you 
receive  back  your  corrected  paper  before  submitting  the 
next  lesson. 
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9.     All  written  work  must  be  done  in  ink  and  attention  must 
be  given  to  form,  spelling  and  grammar.     Aim  for 
neatness,  legibility  and  accuracy  in  all  work.  Essay 
answers  are  expected  to  show  planning  and  thought. 


HOW  YOUR  TEACHER  ARRIVES  AT  YOUR  FINAL  GRADING 

Because  of  the  nature  of  correspondence  study,  and  the 
lack  of  face-to-face  communication  between  student  and 
teacher,  you  are  required  to  write  a  supervised  final  test  in 
this  course.     The  test  will  constitute  70%  of  your  final 
grading.     The  remaining  30%  will  be  based  upon  the  quality 
of  your  returned  lessons.     Consideration  will  be  given  to 
the  effort,  originality,  enthusiasm,  and  regularity  shown  in 
your  work. 


STUDY  HINTS  AND  LESSON  PREPARATION 

1.  Consider  your  study  area  and  study  time.     Have  a 
definite  place  to  study  preferably  out  of  contact  with 
snacks  in  the  refrigerator,   television,  the  latest  rock 
beat  and  the  telephone. 

2.  Concentrate  during  your  work  period  and  attempt  to 
lengthen  your  attention  span  to  an  hour  or  an  hour- 
and-a-half  at  a  time.     Then  take  a  break. 

3.  Read  lesson  notes  carefully  first.       Then  answer  all 
questions  to  the  best  of  your  ability  without  referring  to 
the  lesson  notes. 

4.  After  completing  the  assignment  or  exercises,   refer  to 
the  lesson  notes  and  make  any  necessary  corrections  or 
additions  to  your  answers. 

5.  You  will  receive  aii   Interest  Inventory  Test 
with  your  graded  Lesson  One.     This  interest  survey 
Should   be  done   immediately  and   returned  with  the  next 
lesson . 
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6.  The  interest  survey  results  can  be  used  to  help  you  decide 
which  occupational  fields  you  may  wish  to  explore  in 
Lesson  7.    In  completing  the  Lesson  7  reports,  you  are 
expected  to  do  thorough  research.    Use  library  facilities  in 
your  area.    Write  to  unions,  professional  organizations  and 
companies  that  hire  such  workers.    An  order  form  for 
occupational  monographs  from  the  Alberta  Distance  Learning 
Centre  is  provided  in  Lesson  7  for  those  who  have  no 
access  to  a  library.    Students  who  wish  some  background 
material  to  give  them  a  start  on  their  reports  may  also  use 
the  order  form.    Be  sure  to  order  information  you  require 

to  be  sent  to  you  from  companies,  professional 
organizations  and  the  Alberta  Distance  Learning  Centre 
early  enough  that  it  is  readily  available  when  you  wish  to 
begin  work  on  Lesson  7. 

7.  Express  your  answers  in  your  own  words.    Copying  is  not 
acceptable  whether  you  copy  from  the  lesson  notes  or  other 
reference  material. 

8.  Work  independently.    Students  submitting  work  that  is  not 
their  own  are  harming  themselves.    Remember,  you  must 
think  for  yourself  when  you  write  the  final  test. 


*You  are  expected  to  read  most  lessons  very  carefully.  However, 
there  are  special  instructions  for  Lessons  8,  9,  and  10. 
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NOTE 

THE  AUTHOR  OF  THIS  COURSE  AND  THE  ALBERTA 
DISTANCE  LEARNING  CENTRE  WHICH  TO  BRING  TO 
YOUR  ATTENTION  THE  FACT  THAT  THE  PRONOUNS 
"HE",  "HIS",  AND  "HIM".  AND  "SHE",  "HERS",  AND 
"HER"  ARE  FREQUENTLY  USED  IN  THE  COURSE. 
THIS  IS  WITHOUT  SPECIFIC  REFERENCE  TO  GENDER 
SINCE  THE  INFORMATION  PRESENTED  IS  APPLICABLE 
TO  BOTH  SEXES. 
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TESTING  AND  COURSE  EVALUATION  IN  NON-PROVINCIAL 


DIPLOMA  EXAMINATION  SUBJECTS 

In  all  courses  in  Grades  10,  11,  and  12,  you  are  required  to  write  a 
supervised  test  set  by  ADLC  before  your  registration  expires^    A  portion  of 
your  final  mark  will  be  based  on  your  course  work,  as  evaluated  by  your 
teachers  at  ADLC.    If,  however  your  test  mark  differs  more  than  one  letter 
grading  from  the  average  gradings  on  your  course  work,  the  teacher  will  use 
discretion  in  balancing  the  composition  of  the  marks  in  order  to  arrive  at  a 
fair  assessment  of  your  achievement  in  the  course.    In  practice  this  means  that 
more  weighting  is  placed  on  the  final  test. 

Appeal  tests  are  available  to  any  student  (regardless  of  mark)  as  an 
opportunity  to  improve  standing  to  qualify  for  postsecondary  entrance  or 
awards.    Appeal  tests  must  be  requested  within  thirty  days  from  the  issuance 
date  of  the  result  statements. 

All  students,  including  those  with  medical  disabilities,  are  required  to 
write  supervised  final  tests.    Special  arrangements  can  be  made  where  required, 
if  the  request  for  special  consideration  for  the  disability  is  made  to  ADLC 
before  the  test  is  written. 

Instructions  to  Classroom  Students 

Classroom  students  are  those  who  are  in  attendance  in  school  in  Alberta 
and  who  are  supplementing  their  school  programs  by  taking  one  or  more 
correspondence  courses. 

After  you  finish  the  course,  final  tests  will  be  mailed  out  automatically 
to  your  school  principal  for  all  courses  in  which  the  required  lessons  have 
been  received  and  graded. 

Lessons  graded  'repeat'  or  'incomplete'  do  not  count  toward  the  total  of 
the  required  lessons,  and  it  is  your  responsibility  to  see  that  all  lessons  and 
projects  are  submitted  before  your  final  test  is  received  for  marking.  For 
2-credit  courses,  all  eight  lessons  must  be  received  before  your  test  will  be 
released  for  marking,  but  for  3-  or  4-credit  courses,  your  test  will  be  released 
one  lesson  short,  and  for  5-credit  courses,  two  lessons  short.     In  these  cases, 
any  missing  lessons  or  projects  will  not  be  included  in  the  calculation  of  your 
final  mark,  and  your  final  mark  can  not  be  changed  upon  the  receipt  of  any 
missing  lessons  or  projects  once  it  has  been  determined. 

If  a  lesson  you  submitted  for  correction  is  not  returned  within  one 
month,  please  contact  ADLC  immediately. 

You  are  expected  to  write  your  test  at  the  school  shown  on  your 
application.    If  you  change  schools  or  if  you  leave  school,  please  notify  ADLC 
so  that  appropriate  arrangements  can  be  made  with  regard  to  your  final  test. 
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Instructions  to  Non-Classroom  Students 

Non-classroom  students  are  those  who  are  studying  exclusively  by 
correspondence,  and  are  not  registered  in  any  subjects  in  an  Alberta  classroom. 

Information  about  the  supervised  test  will  be  sent  to  you  near  the  end  of 
the  course.    You  should  arrange  for  a  teacher  to  supervise  your  test;  but  if  one 
is  unavailable,  you  may  be  supervised  by  a  secretary  -  treasurer  of  a  county  or 
school  jurisdiction,  school  secretary,  clergyman,  magistrate,  police  officer,  bank 
manager,  or  postmaster,  or  other  professional  or  person  in  a  position  of  public 
trust. 

Your  final  test  will  be  released  to  your  test  supervisor  after  your 
application  for  final  test  is  received  and  your  test  supervisor  found  acceptable, 
provided  that  the  required  number  of  lessons  have  been  received,  graded  and 
returned  to  you.    We  will  forward  your  test  if  we  have  received  and  returned 
seven  graded  lessons  in  a  2-credit  course,  eleven  graded  lessons  in  a  3-credit 
course,  fifteen  graded  lessons  in  a  4=credit  course,  and  eighteen  graded  lessons 
in  a  5-credit  course. 

Lessons  graded  'repeat'  or  'incomplete'  do  not  count  toward  the  total, 
and  it  is  your  responsibility  to  see  that  all  lessons  and  projects  are  submitted 
before  your  final  test  is  received  for  marking.    For  2-credit  courses,  all  eight 
lessons  must  be  submitted;  for  3-  or  4-credit  courses,  we  will  release  the  test 
for  marking  one  lesson  short,  and  for  5-credit  courses,  two  lessons  short.  In 
these  cases,  any  missing  lesson  will  not  be  included  in  the  determination  of 
your  final  mark;  and  after  your  final  mark  is  calculated,  it  cannot  be  changed 
upon  the  receipt  of  any  missing  lessons  or  projects. 

If  a  lesson  you  submitted  for  correction  is  not  returned  within  one 
month,  please  contact  ADLC  immediately. 
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HOW  YOUR  TEACHER  ARRIVES  AT  YOUR  FINAL  GRADING: 


Because  of  the  nature  of  correspondence  study,  and  the  lack  of  face-to- 
face  communication  between  student  and  teacher,  you  are  required  to  write 
a  supervised  final  test  in  this  course.     The  test  will  constitute  7  0%  of  your 
final  grading.     The  remaining  30%  will  be  based  upon  the  quality  of  your 
returned  lessons.     Consideration  will  be  given  to  the  effort,  originality, 
enthusiasm,  and  regularity  shown  in  your  work. 


NOTE: 

TWO-CREDIT  STUDENTS  DO  LESSONS  ONE  TO  SEVEN  AND 
LESSON  ELEVEN. 

THREE-CREDIT  STUDENTS  DO  LESSONS  ONE  TO  TWELVE. 


All  students  are  required  to  do  their  own  original  work.     Only  the  student 
who  has  independently  worked  through  the  course  is  prepared  for  the  final  test. 
In  cases  where  there  are  large  discrepancies  between  the  work  on  the  final 
test  and  the  work  on  the  lessons  the  teacher  may  at  his/her  discretion  change 
the  above  weightings  and  place  more  or  all  value  upon  the  final  test. 


A  LESSON  RECORD  FORM  MUST  BE  COMPLETED  FOR  EVERY  LESSON 
SUBMITTED  FOR  CORRECTION,  AS  ILLUSTRATED  BELOW 


A  Lesson  Record  form  with  the  correct  label  attached  must  be  enclosed  with  every  lesson  submitted  for  correction, 
as  illustrated  below. 

Correct  use  of  these  labels  will  ensure  prompt  processing  and  grading  of  your  lessons. 
The  enclosed  Lesson  Labels  must  be  checked  for  spelling  and  address  details. 

Please  advise  the  Alberta  Distance  Learning  Centre  promptly  of  any  changes  in  name,  address,  school,  or  any 
other  details  and  we  will  issue  a  revised  set  of  labels.  Your  file  number  is  permanendy  assigned  and  must  be 
included  on  all  correspondence  with  the  Alberta  Distance  Learning  Centre.  If  the  proper  label  and  Lesson  Record 
Form  is  not  attached  to  each  lesson  as  indicated  it  will  delay  your  lessons  being  processed  and  credited  to  you. 

Lesson  labels  are  to  be  attached  to  the  lesson  record  forms  in  the  space  provided  for  student  name  and  address. 

Check  carefully  to  ensure  that  the  subject  name,  module  number  and  lesson  number  on  each  label  corresponds 
exactly  with  the  lesson  you  are  submitting. 

Labels  are  to  be  peeled  off  waxed  backing  paper  and  stuck  on  the  lesson  record  form. 
Only  one  label  is  to  be  placed  on  each  lesson. 


Lesson  Number 


Module 
Number  (if 
applicable) 

Course  Name 
and  Number 


Student  File 
Number 


Bar  Code 
(same  information 
as  above) 


Student  name 
and  Address 


When  revised 
labels  are 
received,  place 
the  correct  new 
labels  on  your 
Lesson  Record 
Forms. 


DO  NOT  MARK  OR  COVER  BAR  CODING. 


CHANGE  OF  ADDRESS 

If  the  address  on  your  lesson  record  form  differs  from  the  address  you  supplied  on  your  registration  application, 
please  explain.  Indicate  whether  the  different  address  is  your  home,  school,  temporary  or  permanent  change  of 
address. 
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FOR  STUDENT  USE  ONLY 


Date  Lesson  Submitted 


Time  Spent  on  Lesson 


(If  label  is  missing 
or  incorrect) 

File  Number 


Lesson  Number 


Student's  Questions 
and  Comments 
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CO 
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FOR  SCHOOL  USE  ONLY 


Assigned 
Teacher: 


Lesson  Grading: 


Additional  Grading 
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THE  VALUE  OF  ADEQUATE  PREPARATION 


THE  IMPORTANCE  OF  WORK,  EDUCATION,  AND  PLANNING 

Have  you  considered  how  many  years  of  your  total  life  you  will  be  working? 
Most  people  are  in  the  world  of  work  for  twenty-five  to  forty  years.  The 
career  we  eventually  follow  after  gaining  our  education  determines  every  other 
aspect  of  life. 

Most  people  think  of  work  as  a  means  of  providing  for  our  physical  needs » 
It  is  true  that  work  gives  us  money  to  purchase  food  and  to  pay  our  rent.  But 
work  is  actually  much  more  important  than  we  could  ever  believe.  One-half 
of  a  person's  lifetime  is  spent  in  work.     It  affects  our  everyday  life.  It 
provides  us  with  contacts  —  gives  us  relationships  with  other  people  and  the 
feeling  of  belonging.     Work  also  establishes  a  basis  for  self-respect  and  pride. 
One  evaluates  himself  by  how  well  he  works.     When  a  career  is  chosen,  it 
determines  our  future  happiness.     The  above  points  should  make  you  realize 
that  you  are  influencing  your  total  future  in  your  career  decisions. 


CAREER  CHOICES  YOU  MAKE  WILL  INFLUENCE: 


1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 


The  kind  of  work  you  do. 

The  amount  of  money  you  will  earn. 

How  other  people  will  look  at  you. 

Your  own  sel f- identity . 

Where  and  how  you  live. 

Whom  you  marry. 

Who  your  friends  are. 

What  type  of  recreational  activities 

you  have. 

The  way  in  which  your  children  are 
raised  and  educated. 
Your  degree  of  satisfaction  in  life 
and  in  your  work. 


9. 


10. 


Do  you  believe  that  a  career  can  influence  your  life  as  the  points  in  the 
box  suggest?     By  explaining  these  statements  in  more  detail,   we  will  show 
you  just  how  important  a  person's  working  life  is. 
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1.  It  is  obvious  that  the  occupation  entered  will  determine  the 

kind  of  work  done.     Each  occupation  is  associated  with  a 
particular  group  of  activities.     When  a  specific  occupation  is 
decided  upon,   one  already  knows  whether  the  work  is  mental  or 
manual,   strenuous  or  easy,   prestigious  or  of  poor  reputation. 


2 .  The  career  chosen  also  determines  the  earnings  of  a  person, 

whether  those  earnings  will  be  stable  or  erratic,   and  also  whether 
they  will  rise  or  decrease  with  age.     Wages  are  usually  one  of 
the  factors  taken  into  consideration  when  deciding  on  an  occupation 
and  in  seeking  a  job.     And  they  should  be!     Worker  satisfaction 
to  a  high  degree  is  dependent  on  whether  a  worker  earns  an  equal 
amount  to  those  of  the  same  age,   sex,   experience,   and  seniority. 

Income  fixes  the  standard  of  living.     If  a  person's  earnings 
are  close  to  the  subsistence  level  —  that  is,   if  they  only  cover  the 
bare  necessities  —  then  other  needs  become  less  important  and  the 
need  for  money  grows  stronger.     A  person  with  low  income  must 
work  hard  to  provide  food,   shelter,   and  clothing.     One  who  has 
a  high  income  has  no  worries  in  this  regard.     Such  a  person  may 
then  turn  to  satisfying  other  less  physical  needs  —  creativity, 
independence,   a  sense  of  belonging  and  so  on. 

Work  will  determine  whether  the  person  is  seasonally  employed 
or  whether  the  income  is  stable  and  regular.     Seasonal  work  can 
cause  periods  of  hardship  and  uncertainty.     It  can  also  cause 
families  to  move  often  in  pursuit  of  job  opportunities.  Such 
sporadic  employment  not  only  upsets  the  lives  of  family  members, 
but  also  makes  the  wage  earner  tense  and  worrisome. 

The  choice  of  work  is  also  related  to  whether  your  income 
will  increase  or  decrease  with  age.     Those  jobs  of  a  very  physical 
nature  —  labourers  and  skilled  tradesmen  —  usually  reach  their 
peak  earnings  at  age  35-44,   then  earnings  may  slowly  decrease  as 
physical  condition  and  health  weaken.     Those  in  business,  techno- 
logy,   and  professions  move  steadily  up  in  income  reaching  their 
peak  at  age  55-64. 

So  you  see  that  the  amount  of  money  earned  which  in  turn 
determines  other  important  factors  in  life  is  a  direct  result  of 
the  choice  you  have  made  early  in  your  life. 
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3.  Work  has  a  direct  bearing 

on  how  other  people  look  at 
you.     Adults  are  identified  by 
the  occupation  they  are  in. 
When  you  first  meet  someone, 
he  or  she  usually  will  ask, 
"What  do  you  do?"  or  "Where 
do  you  work?"    Your  answer 
to  this  one  inquiry  tells  the 
stranger  many  things  about 
you.     By  knowing  the  type  of 
work  you  do,   clues  are  given 
to:    your  income,   the  district 
in  which  you  live,  your 
educational  background,  who 
your  friends  could  be,  and 
what  clubs  or  recreational 
groups  you  could  belong  to. 
This  may  affect  the  way  that 
a  person  regards  you. 


AS  AN  ADULT,  YOU  WILL  BE 
IDENTIFIED  BY  YOUR  OCCUPATION. 


4.  Your  work  will  not  only  influence  how  you  look  to  others  but 

it  will  also  determine  your  own  values,   ideals,   standards,  and 
daily  conduct.     We  may  make  our  work  environment  part  of  our- 
selves; that  is,   change  characteristics  within  ourselves  to  the 
position  we  have  assumed.     For  example,   a  bank  clerk  often 
thinks  of  a  quiet  manner  and  orderliness  being  proper  while  a 
construction  worker  enjoys  roughness  of  manner  and  environment. 

To  illustrate  this  further  take  the  case  of  Stan  Kubrick  who 
works  in  the  printing  department  of  a  large  publishing  operation. 

In  Stands  area,  people  walk  around  with  ease  and  oall 
to  each  other  loudly  to  he  heard  over  the  machines.  When 
Stan  goes  into  the  office  where  the  personnel  work  indivi- 
dually at  paper  work,  he  uses  the  same  manner  of  relating 
to  people  in  a  loud,  rather  rough  fashion.    The  office 
workers,  on  the  other  hand,  talk  in  quiet  voices  and 
restrict  their  movement  and  voices  to  areas  immediately 
around  their  desks. 

Such  people  carry  on  in  the  same  fashion  outside  the  work 
environment  because  they  have  internalized  those  values  and  that 
conduct  expected  of  them  at  work. 
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5.  Some  occupations  determine  the  community  and  that  part  of 

the  country  you  will  live  in.   For  example,   a  ski  instructor  must 
make  a  mountainous,   snowy  region  his  home;   a  miner  must  live 
where  there  are  minerals;   and  a  business  executive  near  large 
companies. 

Although  there  is  increased  mobility  now,  people  do  naturally 
live  near  their  work.  A  small  proportion  who  have  greater 
earnings  than  average  can  have  the  choice  of  living  close  to  work 
or  commuting  to  or  from  their  place  of  employment.  People  with 
less  earnings  will  still  live  close  to  their  work  place  to  save  on 
transportation  costs. 


6.  It  often  happens  that  you  meet  your  future  spouse  through  work 

relationships,   in  the  institute  where  you  take  your  training,   or  in 
the  town  where  work  is  available.     As  well  most  people  marry 
close  to  their  own  social  level  which  is  in  turn  determined  by 
work  you  do. 


7.  Work  also  often  determines  who  your  friends  will  be.     Do  you 

feel  most  comfortable  with  people  who  have  interests  common  to 
yours?     That  is  natural.     People  tend  to  stick  to  others  who  have 
similar  interests.     They  have  the  most  people  to  choose  from  at 
their  place  of  work.     As  well,   companies  often  organize  social 
and  recreational  activities  for  the  benefit  of  their  employees.  This 
places  people  of  similar  occupations  in  constant  contact.  To 
illustrate  how 'this  works  read  the  example  below, 

Jervy  Loewen  started  work  as  an  auto  mechanic  in  the 
New  Town  Tire  Company.    He  was  rather  apprehensive  about 
changing  districts  and  his  new  job  created  anxiety  about 
the  unsettled  condition  of  his  family  and  their  lack  of 
friends  in  the  new  area.  Through  Ralph  Starling,  a  fellow 
mechanic 3  Jerry  learned  that  the  company  had  a  bowling 
league.    Jerry  and  his  wife  soon  joined  a  team  and  became 
good  friends  with  the  two  other  team  members.  They 
extended  these  bowling  outings  to  other  social  activities 
where  entire  families  got  together. 

Hopefully  the  above  example  illustrates  how  the  work  you  choose 
may  influence  whom  you  associate  with  outside  of  your  place  of 
employment. 
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8,  As  you  have  just  seen,   work  can  help  one  to  meet  new 

friends.   The  type  of  work  done  can  also  influence  where  and 
how  recreation  time  is  spent  outside  the  workplace.   It  has 
been  said  that  professional  and  para-professional  workers 
often  spend  leisure  hours  in  artistic  and  community  activities 
A  manager  or  owner  of  a  business  often  belongs  to  "clubs," 
supports  minor  sports,  or  becomes  a  community  league  leader 
to  promote  his  or  her  business.  As  well,   such  workers  often 
come  home  late  from  work.  They  may  need  to  prepare  for  the 
next  day's  activities  during  the  evening.  This  leaves  only 
the  weekend  for  recreational  activity.   In  contrast  those  in 
skilled,   semi-skilled  and  unskilled  work  have  a  regular 
shift.  They  may  earn  less  money  than  the  people  discussed 
above,  but  may  have  more  time  to  spend  with  their  families. 
These  workers  rarely  need  to  be  away  in  the  evening.  They 
can  partake  of  more  family-oriented  activities  during  leisure 
time . 


9.  Because  occupational  choice  determines  the  standard  of 

living,  the  district  lived  in,   recreational  activities,  and 
friends  one  may  have,   it  also  does  have  a  bearing  on  how 
close  a  family  will  be.   You  have  already  seen  how  the  type 
of  occupation  a  person  is  in  restricts  the  amount  of  "leisure 
time"  one  has.  All  of  these  factors  affect  the  way  your 
children  are  raised  and  educated.  The  ideal  is  that  everyone 
have  equal  opportunities.   From  experience,  however,  we  know 
that  this  is  not  true.   In  newer  districts  where  people  have 
more  money  and  more  power,  there  are  more  recreational 
activities  and  facilities  for  the  child.  The  schools  are  kept 
in  good  repair  and  have  modern  equipment.   Families  seldom 
move  so  the  children  associate  with  the  same  group  throughout 
childhood  and  adolescence.  They  naturally  tend  to  lean 
towards  the  same  goals  as  their  peers. 


In  "inner  city"  districts,   families  move  frequently, 
schools  are  older  and  less  modern,   and  the  extra  money  may 
not  be  available  for  outings.   Because  the  student  must  cope 
with  constantly  changing  playmates  and  living  conditions 
this  person  may  not  have  the  same  opportunities  or  chance 
for  advancement.  Families  may  have  more  time  together  but 
may  need  to  leave  the  inner  city  to  spend  their  leisure  time. 
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10.  Since  our  occupation  determines  so  many  factors  in  our  lives, 

it  is  natural  to  assume  that  our  satisfaction  in  life  is  dependent  on 
it.  Work  often  helps  us  measure  our  worth.  We  assess  ourselves 
by  how  well  we  do  our  work,   how  successful  we  become,    and  how 
others  feel  about  us.    If  our  feelings  about  these  things  are  positive, 
then  we  experience  comfort  and  security.  Acceptance  and  approval 
from  our  co-workers  is  necessary  before  we  can  concentrate  on 
other  needs.     Work  allows  one  to  be  independent  but  such  indepen- 
dence and  creativity  only  comes  when  there  is  encouragement  from 
our  peers. 

Needs  have  been  mentioned  above.     We  all  know  that  one  must 
work  to  provide  physical  needs  and  now  we  have  seen  that  it  also 
is  important  for  our  inner  needs.     This  not  only  covers  paid-for 
employer -employee  type  work  but  that  of  other  types  also.  A 
farmer  can  work  to  produce  goods  only  for  his  physical  needs. 
His  family  and  friends  can  provide  the  sense  of  accomplishment, 
belonging,   and  encouragement  he  needs.     Now,   let's  review  why 
people  work. 


PEOPLE  WORK  FOR  THREE  REASONS 

ECONOMIC  -  Physical  needs  must  be  met. 
These  are  usually  bought  with  money  earned 
by  working. 

SOCIAL  -  Each  person  needs  to  belong  to  a 
group  —  to  have  contact  with  other  people. 

PSYCHOLOGICAL  -  Work  creates  in  us  the 
feeling  of  self-respect  and  pride. 


As  you  can  see,   there  are  specific  reasons  for  working.     Work  fulfills  our 
needs  and  influences  every  aspect  of  our  lives.  Therefore,   it  is  very  important 
that  we  make  a  wise  decision  in  our  career  planning.     The  next  part  of  this 
lesson  deals  with  making  wise  decisions.     It  will  give  you  steps  to  follow  and 
illustrate  some  situations  you  may  encounter  upon  being  faced  with  decisions. 

It  is  important  that  one  uses  sound  thinking  and  good  decision-making 
practices  in  making  plans  for  the  future.    Choices  for  careers  are  overwhelming 
so  each  student  must  be  a  skilled  decision-maker.     In  order  to  make  wise 
decisions,   we  must  first  learn  about  the  actual  process,   then  develop  an 
awareness  about  ourselves.     It  will  then  be  much  easier  to  find  a  course  that 
coincides  with  our  talents  and  interests. 
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Some  students  simply  fall  into  the  kind  of 
work  they  do  ,   .  . 


Because  work  is  so  important  to  our 
future  happiness,   this  is  a  poor  practise. 
There  are  definite  steps  to  making  a 
decision  and  certain  pitfalls  one  can 
avoid.     Study  the  following  section  care- 
fully.    You  will  use  it  to  solve  problems 
in  this  and  succeeding  lessons.     It  will 
help  you  in  your  career  planning. 


PLANNING  FOR  AN  EDUCATION  AND  A  CAREER 

There  are  many  different  ways  that  people  attack  their  problems  before 
coming  to  a  decision.  Often  people  let  emotions  affect  their  thinking.   This  is 
natural  because  we  cannot  avoid  having  feelings  about  past  experiences. 
Other  reasons  why  we  are  not  completely  objective  are  numerous.  Faulty 
thinking  is  often  the  result  of  fear  (of  other  people  or  of  finding  the  truth), 
of  insufficient  information,  or  of  avoiding  a  painful  situation.   When  we  make  a 
decision  without  thoroughly  investigating  the  facts  or  by  trying  to  avoid  the 
facts,  we  are  guilty  of  "crooked  thinking".  Common  forms  of  crooked  thinking 
are  listed  below.  Of  how  many  have  you  been  guilty? 


BEING  TOO  IMPULSIVE—  Do  not  make  hasty  decisions.   Do  not  make  a  choice  just 
because  it   'feels  right'.   Take  the  time  to  research  your  problem  and  investi- 
gate all  the  alternatives. 


POSTPONEMENT  —  Make  a  decision  within  a  reasonable  period  of  time.  Waiting 
too  long  may  paralyze  a  person  so  that  a  decision  just  cannot  be  faced. 
Postponing  a  decision  indefinitely  also  can  lead  one  into  an  "overwhelmed" 
state.  That  is,   a  person  has  so  much  information  that  he  or  she  just  does  not 
know  where  to  turn. 


..cSO  YOU  WANT  TO  WORK 
FOR  CITY  SANITATION,  EH... 
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FOLLOWING  ANOTHER'S  CHOICE  -  Decide  for  yourself.  Do  not  follow  what 
another  person  has  done  because  each  situation  is  different. 


WISHFUL  THINKING  -  Everyone  likes  to  make  wishes  and  to  believe  that  by 
magic  those  things  will  happen.  Do  not  count  on  wishes,   magic,  or  super- 
stition so  much  that  you  forget  realism.   It  is  very  easy  to  convince  oneself 
that  something  will  happen  even  though  in  reality  it  is  far-fetched. 


JUMPING  TO  CONCLUSIONS  -  Limited  facts,   preconceived  notions,   and  prejudice 
can  cause  one  to  form  an  untrue  conclusion.   To  make  a  good  decision,  research 
all  facts.   Do  not  be  afraid  to  discover  something  which  may  prove  your  theory 
wrong. 


USING  FAULTY  INFORMATION  -  Newspapers,  magazines,   and  some  books  are 
interesting  to  read  but  often  they  are  more  fiction  than  fact.   Do  not  rely  on 
sensationalism,   half-truths,   and  rumors.   Investigate  the   reliability  of 
information  before  accepting  it.  Qualified  persons,   trade  magazines,   and  unions 
can  provide  reliable  career  information.  Always  refer  to  current  resources  in 
research. 


OVERSIMPLIFICATION  —  Avoid  oversimplifying  a   situation.   Do  not  make  up  your 
mind  in  advance!   Never  form  an  opinion  without  knowing  all  the  facts.  An 
example  of  oversimplifying  a  situation  would  be  to  accept  a  position  that  you 
have  no  experience  in  all  the  while  thinking,   "I'll  never  like  this  work."  You 
will  not  know  how  the  job  has  turned  out  until  you  have  tried  it.   And  if  you 
start  with  that  attitude  it  is  likely  you  will  not  enjoy  the  work. 


The  best  way  to  approach  a  problem  is  to  face  it  directly,  collect 
information  pertaining  to  it,   analyze  that  information,   then  make  a  decision. 
Listed  below  and  on  the  next  page  are  the  steps  one  should  follow  in  making  a 
good  decision. 


1.     ANALYZE  THE  PROBLEM  -  A  problem  cannot  be  solved  unless  it  is  known 

exactly  what  the  problem  is.   This  is  not  an  easy  task.   Sometimes  you  will 
need  help  in  determining  the  source  of  difficulty  and  that  is  why  there 
are  counsellors.   Spend  time  just  thinking     through     the     problem.  In 
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regard  to  your  career  planning  you  may  need  to  ask...   What  do  I  really 
want?  What  are  my  real  abilities?  What  are  my  goals?  Know  what  is 
important  to  you.   Determine  what  must  be  attained  or  accomplished. 

2«      COLLECT  ALL  INFORMATION  -  Good  decisions  must  be  based  on  reliable 
information.  Once  the  problem  is  known,  research  it  thoroughly.  Read 
books.  Review  current  magazine  articles.  Discuss  your  findings  with 
knowledgeable  people.  Thoroughly  investigate  all  sources.  Employment 
agencies  and  counsellors  can  help  in  career  planning.   Be  careful  when 
talking  with  someone  who  has  held  a  job  in  which  you  are  interested. 
This  person's  story  of  success  could  fail  to  take  into  account  changing 
times  and  conditions.   Many  people  forget  or  set  aside  the  accidents  and 
chance  opportunities  that  gave  them  a  start  or  a  "break".   Your  career 
cannot  follow  the  exact  steps  of  another  person,   so  it  is  smart  to  prepare 
yourself  by  getting  the  best  background  that  is  possible. 


3.      SEARCH  FOR  ALTERNATIVES  -  Once  research  is  done  and  you  have  lots  of 
information  on  hand,   start  organizing  the  facts  into  categories.  There 
should  be  several  ways  to  solve  the  problem.  List  the  alternatives. 

U.      MAKE  A  CHOICE  —  As  you  already  know,   some  decisions  affect  you  only 

temporarily  —  like  deciding  what  to  order  for  lunch.   If  your  choice  turns 
out  to  be  something  you  dislike,  you  will  only  be  hungry  until  the  next 
meal.   But  other  decisions,   such  as  career  planning,   are  long-lasting. 
They  cannot  be  changed  easily.  Keep  this  in  mind. 

Carefully  access  the  risks  and  costs  of  each  available  alternative.  Which 
plan  is  the  best  for  attaining  your  goal?  Make  a  decision  on  this  basis. 


5.      CONFIRM  THE  CHOICE  -  People  learn  by  experience.  The  results  of 

decisions  are  seldom  determined  in  advance.   If  the  decision  does  not 
turn  out,  one  will  return  to  Step  Four  and  try  another  alternative. 
People  should  profit  by  mistakes  and  not  let  mistakes  discourage  them. 


Read  the  case  study  on  Pages  Nine  and  Ten.  It  shows  how  one  person  used  the 
proper  method  to  come  to  a  career  decision. 


THE  PROBLEM  -  Pat  finds  school  difficult  but  knows  that  obtaining  a 
good  job  requires  a  good  education.   What  is  Pat's  problem?  Should 
one  quit  school  to  look  for  a  job?  Can  a  good  position  be  acquired 
without  a  High  School  Diploma? 
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Pat  must  COLLECT  ALL  INFORMATION  on  job  openings  and  their 
educational  requirements  before  making  a  decision.  A  family  friend 
only  has  Grade  Six  —  but  today  is  the  head  of  a  large  construction 
firm  and  is  very  wealthy.   Pat  knows  of  famous  singers  and 
musicians  who  have  little  schooling.   These  cases,   however,   are  not 
reliable  examples  on  which  to  base  such  an  important  decision.  More 
research  needs  to  be  done.   The  local  Employment  and  Immigration 
Canada  office  as  well  as  the  public  library  provided  many  statistics 
on  the  success  of  early  school  leavers.  An  employment  counsellor 
told  Pat  that  at  the  moment  "unskilled  labour"  is  the  only  available 
work  for  a  school  dropout. 

Pat  finds  that  some  people  with  low  education  do  become  successful 
and  wealthy.   But  those  are  exceptional  cases.  Each  case  is 
individual  and  opportunities  for  each  person  differ.   The  chances  for 
success  are  slim.    What  other  ALTERNATIVES  are  possible? 

—  Stay  in  school  and  in  the  same  classes. 

—  Stay  in  school  but  change  the  high  school  route  so  that  a  more 
job-oriented  course  is  followed.   (This  will  provide  some 
preparation  for  the  labour  force.) 

—  Quit  school  and  accept  whatever  comes  along  —  hoping  the  job 
will  lead  to  promotions. 

—  Quit  school  and  attend  a  trade,   technical ,   or  business  school. 

What  CHOICE  will  Pat  make?  Merits  and  disadvantages  of  each 
alternative  must  be  weighed.  Should  Pat  quit  school?  Consider  more 
work-oriented  training?  Stay  in  school?  ...   Pat's  choice  is  to  quit 
school  and  enter  a  private  trade  school.  Pat  will  then  have  some 
practical  training  before  setting  out  to  find  work. 

If  we  look  into  Pat's  future,   we  would  find  that  the  above  decision 
was  good.   It  omitted  the  stress  in  Pat's  life  and  allowed  an  alter- 
nate and  more  suitable  type  of  training.   There  is  a  good  chance  for 
a  secure  future. 


HIGH  SCHOOL  PREPARATION 

Although  one  of  the  purposes  of  high  school  is  to  help  one  to  prepare 
for  a  future  career,   this  is  not  its  main  goal.   The  school  should  help  you 
develop  successfully  as  an  individual. 

Some  of  the  goals  of  a  senior  high  school  are: 

1.  To  promote  physical  and  mental  health. 

2.  To  promote  intellectual  achievement 

(a)  ability  to  think  logically,   to  express  thoughts  clearly  and  to  read 
and  listen  with  understanding. 

(b)  an  understanding  and  appreciation  of  our  cultural  heritage. 
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3.     To  develop  suitable  recreational  and  leisure  time  activities:  sports, 

clubs,  or  hobbies. 
U.     To  build  character,  and  to  respect  and  reinforce  the  basic  social, 

moral,  and  spiritual  value  of  society. 
5.     As  well,  a  high  school  education  should  help  you  assume  your  role  as  a 
successful  member  of  your  family.     You  should  be  learning  to  appreciate  the 
responsibilities  and  privileges  of  others. 

Such  an  education  should  help  one  develop  good  citizenship.     It  should  give 
sufficient  knowledge  and  understanding  of  public  issues  to  enable  one  to  vote 
intelligently  in  future  elections.     Consumer  competence,   democratic  attitudes, 
and  an  appreciation  of  the  community,   province,    and  nation  should  develop. 

It  is  true  that  the  high  school  does  not  offer  a  course  in  character-building, 
or  in  family  attitudes,  or  in  many  of  the  other  items  mentioned  in  the  preceding 
section.  However,   all  the  processes  of  the  school,   such  as  classroom  conduct, 
respect  for  the  rights  of  other  students,  opportunities  to  work  with  other  students, 
opportunities  to  take  part  in  student  government,   in  classroom  discussion,  and 
in  many  other  phases  of  school  life  all  lead  to  individual  development,    and  thus 
increase  one's  sense  of  responsibility  to  the  family,   community,    and  nation. 

Successful  growth  in  school  physical,  moral,   social,    and  intellectual  —  — 

will  help  you,   as  a  student,   to  realize  your  ambitions  in  the  career  you  choose 
after  leaving  school.     A  career  calls  for  specialized  training,   but  employers 
look  for  more  than  training  on  the  part  of  the  worker.     They  need,  for 
example,   workers  who  are  physically  and  mentally  fit,   who  can  take  directions 
from  above  and  give  directions  to  those  below,   who  are  reliable,  trustworthy, 
and  cooperative.     It  is  characteristics  of  this  type  that  the  worker  brings  to 
the  job.     The  school  is  important  in  developing  such  characteristics  on  the 
part  of  the  worker,   as  well  as  providing  him  or  her  with  basic  knowledge  and 
understanding  which  prepares  that  person  for  further  training. 

There  are  many  ways  that  a  high  school  education  pays  even  though  most  of 
us  assess  it  in  terms  of  money  or  more  ease  in  finding  a  job.  It  is  true  that 
there  is  much  competition  for  the  best  jobs  jobs  which  offer  the  widest  oppor- 
tunities to  the  employee.     First-rate  employers  want  first-rate  recruits  ■ 

people  who  can  be  trained  for  positions  of  leadership  and  responsibility  in 
their  firm.     Every  employee  needs  a  background  in  subjects  such  as  English 
language,   mathematics,   and  science  in  order  to  enter  into  on-the-job  training. 
Employers  often  provide  training  for  new  recruits,   and  want  to  make  sure  the 
recruits  will  be  able  to  make  use  of  the  training  offered.     For  this  reason,  the 
high  school  graduate  receives  preference  over  the  non-graduate.     The  more 
schooling  an  individual  has,   the  better  his  chances  of  finding  a  good  job,  and 
the  more  easily  he  can  learn  new  things  and  improve  his  skills.     It  is  felt 
that  someone  with  a  well-rounded  education  will  be  a  better  all  round  worker. 
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Besides  making  it  difficult  to  qualify  for  further  training,    a  shortage  of 
education  means  that  opportunities  for  advancement  are  limited,   and  the  number 
of  jobs  open  to  the  individual  are  therefore  limited. 

You  probably  are  aware  of  automation,    and  the  frequent  need  for  training 
unskilled  workers  or  retraining  skilled  workers.     The  high  school  graduate 
adjusts  more  readily  to  changing  methods  of  production,   and  may  be  more  able 
to  design  and  control  machines  and  other  means  of  production.     In  times  of 
recession,    slowdown,    or  industrial  change-over,   it  is  the  less  qualified 
workers  who  are  the  first  to  be  laid  off,   since  an  employer  naturally  wants  to 
keep  his  trained  personnel  on  the  payroll  for  the  time  when  business  picks  up„ 

The  high  school  graduate  is  usually  a  better  employment  possibility 
because  of  his  maturity,   his  broader  interests,   and  greater  knowledge.  In 
order  to  be  a  good  all  round  worker,   a  person  needs  a  fund  of  general 
information  about  the  modern  world,   and  the  farther  a  person  advances  in  his 
working  life,   the  more  often  he  will  need  his  education.     It  is  said  that  some 
time  during  a  person's  working  life,   he  uses  all  that  he  has  learned.  Some 
skills  and  facts  studied  will  be  used  directly  while  broader  information  widens 
our  interests  and  helps  us  enjoy  life  more. 

So  far,   we  have  only  listed  what  school  can  do  for  one  —  in  character 
building,   in  use  of  leisure  hours,   and  in  relation  to  the  working  world  —  but 
we  may  wonder  what  the  costs  of  leaving  school  would  be.     Leaving  school 
before  graduation  causes  many  personal  and  work-related  hardships.     Most  of 
us  assess  the  costs  of  quitting  school  only  in  terms  of  money. 


(1)    Earning  Power 


Canadian  Average  Yearly  Income  by  Level  of  Education  for 
People  Over  the  Age  of  15 
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Canadian  Average  Yearly  Income  by  Level  of  Education  for 
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Charts  formed  from  information  in:  Historical  Tables  For  Census  Education  Data:  1971.  1976  and  198  L  Statistics  Canada. 
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Do  you  notice  that  someone  with  a  university  education  earns  about 
three  times  the  amount  of  someone  with  less  than  a  grade  9  education  and 
about  twice  the  amount  of  someone  with  a  high  school  education.     By  the 
time  the  early  school  dropout  reaches  his  or  her  top  earning  power,   it  is 
estimated  that  the  person  will  be  making  30%  less  than  other  people  of  the 
same  age  who  completed  school. 


(2)     Nature  of  the  Work 

A  poorly  educated  worker  must  choose  a  job  from  unskilled  occupations. 
Therefore,   that  person  has  fewer  occupations  open  to  him  or  her,   and  there 
are  fewer  jobs  for  which  that  person  can  apply.  The  graduate  of  high 
school,  technical  school,  or  trade  school,  on  the  other  hand,   can  choose  any 
occupation  up  to  the  level  of  his  or  her  education,   and  finds  fewer  people 
competing  for  the  available  jobs. 

When  we  look  at  unemployment  rates,  we  can  see  a  relationship  between 
high  unemployment  rates  and  unskilled  work  and  labor  occupations. 
Generally,   people  with  low  education,   who  out  of  necessity  must  take 
unskilled  or  labor  work,   have  a  greater  chance  of  unemployment. 


CANADIAN  UNEMPLOYMENT  RATES, 

BY  INDUSTRY,   SEPTEMBER,  1987 

INDUSTRIES 

UNEMPLOYMENT  RATES 
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Chart  based  on  information  from: 
1987.     Statistics  Canada 

The  Labor  Force,   September , 
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Many  drop-outs  ask  why  they  can  not  obtain  employment  when  they  are 
ambitious  and  eager  to  learn.     There  are  several  reasons: 

In  some  types  of  work,   the  employer  must  cover  his  workers  by 
Workers'  Compensation.     (In  some  provinces  this  can  not  be  obtained 
until  the  person  is  18  years  old.) 

In  some  types  of  work,   only  people  who  are  union  members  are  hired. 
Labour  unions  generally  encourage  young  people  to  stay  in  school,  and 
they  make  employment  difficiilt  for  adolescents  who  are  not  of  age  to 
become  members. 

As  well.  Alberta  Labour  has  laws  to  which  employers  must  adhere. 
These  may  be  of  interest  to  you: 

(a)  Persons  from  12  to  15  years  are  restricted  to  these  occupa- 
tions:   delivery  person  of  small  wares  for  retail  stores, 
clerk  or  messenger  in  an  office,   clerk  in  a  retail  store,  or 
delivery  person  of  handbills  or  flyers .     Such  persons  are  not 
to  be  employed  between  9:00  p.m.  and  6:00  a.m. 

(b)  Persons  from  15  to  18  may  be  employed  between  9:00  p.m. 
and  12:00  midnight  in  business  establishments  (such  as 
service  stations,   grocery  stores,   food  outlets,  restaurants, 
hotels)  but  must  be  under  supervision  of  an  adult.  (They 
can  not  be  employed  in  these  businesses  from  midnight  to 
6:00  a.m.) 

Persons  between  15  and  18  can  be  employed  in  hospitals, 
manufacturing  plants,   refineries,   pulp  mills,   and  nursing 
homes  between  midnight  and  6:00  a.m.     However,   they  must 
be  supervised  by  an  adult  and  have  written  permission  of 
their  parent  or  guardian. 

(c)  Minimimi  wage  for  a  part-time  student  under  18  years 
attending  school  is  $3.30  per  hour.     For  those  under 
18  years  and  not  in  school  the  minimum  is  $3.65  per 
hour.     Anyone  over  18  years  is  entitled  to  at  least 
$3. 80  per  hour  (1982). 

Competition  for  jobs  is  fierce.     Employers  hire  the  job  seeker  who 
holds  the  highest  education  level.     Look  at  what  the  statistics  say  in 
relation  to  education  level  and  job  attainment. 
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Percentage  of  Population  15  Years  and  Older  and  Level  of  Education  in  Canada 
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Chart  formed  from  information:  Historical  Tables  for  Census  Education  Data  1971,  1976  and  1981.  Statistics  Canada. 


In  1971,   people  with  a  grade  8  or  lower  level  of  education  made  up 
almost  one-third  of  the  population.     By  1981,  they  only  made  up  a  little 
over  one-fifth  of  the  population.     At  the  same  time,   the  percentage  of  people 
with  training  or  education  beyond  high  school  Increased  significantly.  By 
1981,  people  with  some  education  after  high  school  had  increased  to  more 
than  one-fourth  of  the  population.     From  1971  to  1981,  the  percentage  of 
people  with  university  degrees  increased  by  over  160  percent. 


Reports  from  employment  offices  across  Canada  tell  of  the  difficulties  of 
placing  untrained  workers.     For  instance: 

"it  is  extremely  difficult  to  place  students  with  less  than  Grade  10 
education." 

"More  young  people  with  a  high  school  education  are  needed." 

"People  leaving  school  after  Grades  7,   8,   or  9  are  not  likely  to  get 
anything  but  unskilled  jobs  at  low  pay." 

"Many  boys  and  girls  looking  for  jobs  as  industrial  workers  or  as 
office  workers  are  not  sufficiently  qualified." 

"Young  people  with  limited  education  are  at  a  disadvantage  in 
competing  with  older,   experienced  workers  for  the  limited  number  of 
unskilled  jobs.  " 
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"Many  students  entering  the  job  scene  have  TOO  HIGH 
expectations.     They  expect  at  least  $8  to  $10  an  hour 
jobs  immediately,   when  those  jobs  just  aren't  available 
to  them." 

"Those  who,  for  a  variety  of  reasons,   drop  out  of  school,   find  it 
difficult  to  get  other  than  the  crumbs  from  the  table." 

We  have  already  said  that  it  is  difficult  for  an  unskilled  worker  to  find 
employment  because  of  laws,   union  policies,   and  Workers'  Compensation 
regulations,   but  the  plain  fact  is  that  an  untrained  person  is  an  all  round 
loser  as  far  as  job  hunting  is  concerned.     Firstly,  there  are  not  many  unskilled 
jobs  available.     And,   then  if  a  job  is  available,    and  the  drop-out  is  lucky 
enough  to  get  chosen  for  an  interview,   the  employer  will  likely  ask: 

"What  experience  have  you  had?" 

"How  much  education  have  you  had?" 

Most  young  people  have  not  had  much  experience  working  and  must  usually  win 
a  job  on  an  education  record  alone.     If  the  level  of  education  is  low,  there 
are  few  jobs  for  which  one  will  be  eligible.     If  one  should  be  lucky  enough  to 
find  a  job,   consider  the  fact  that  machines  can  do  many  of  the  unskilled 
workers'  jobs.     In  this  case  the  unskilled  worker  will  need  to  be  retrained  to 
fit  a  new  position.     Retraining  is  difficult,   sometimes  impossible,  unless  one 
has  the  basic  knowledge  beforehand.     If  an  individual  can  not  be  retrained  to 
fit  a  new  position,  that  individual  is  laid  off.     Another  unskilled  job  must  then 
be  found.     This  can  turn  into  a  vicious  cycle  all  started  by  the  fact  that  the 
person  did  not  complete  his  schooling  long  ago. 

When  one  applies  for  work,   he  is  selling  his  skills  and  abilities  to  the 
person  who  hires  him.     If  one  has  no  skills  and  abilities  to  sell,   he  may  not 
be  employed  by  anyone.     All  employers  want  people  with  at  least  the  basic 
reading,   writing,   and  mathematics  skills. 

When  minimum  age  laws,  union  policies,    and  Workers'  Compensation  are 
taken  into  account,   few  jobs  are  available  to  those  people  who  have  no  training 
and  who  have  not  completed  high  school.     We  have  already  listed  some  places 
of  employment  but  let  us  look  more  closely  at  particular  occupations  one  might 
enter. 


clerk  in  an  office 

salesclerk 

waitress  /  waiter 

busgirl  /  busboy 

cashier 

labourer 

shipper 


receptionist 
hospital  attendant 
ward  aide 
chambermaid 
packing  plant  worker 
soldier 
bell  hop 


laundry  worker 
delivery  person 
messenger 
truck  driver 
farm  hand 
oil  field  worker 
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Are  many  of  these  occupations  likely  to  lead  to  advancement  and  a  secure 
future?     Will  the  earnings  increase  greatly  over  the  years  or  remain  the  same 
over  several  years?    Is  there  a  chance  for  promotion?    In  selecting  any  job 
or  occupation  a  person  normally  tries  to  obtain  one  where  good  performance 
and  trustworthy  behavior  will  bring  pay  raises  and  advancements  in  responsibility. 
One  can  progress  through  learning  on-the-job.     Find  out  whether  your  job  will 
be  full-time,   permanent,   and  well-paid  and  whether  there  is  a  chance  for  future 
training  opportunities. 

If  a  person  quits  school,   he  may  find  that  the  opportunity  to  take  further 
training  is  not  available.     This  is  because  the  regular  work  day  takes  up  all 
of  one's  energies,   the  family  and  home  take  up  free  time,  money  is  not 
available  to  pay  for  courses  (and  the  company  does  not  offer  nor  pay  for 
training),   the  job  has  taken  the  person  into  a  smaller  centre  where  training 
is  unavailable,   or  one  has  simply  lost  the  "knack"  of  learning  or  lost  the 
motivation  to  learn. 

It  is  wise  to  remember  that  the  working  world  often  does  not  encourage 
one  to  acquire  further  education.     New  friends  and  fellow  workers  may  have 
different,  interests,    and  family  relationships  mean  added  responsibilities  and 
less  time  for  concentrating  on  books.     It  is  best  to  get  an  education  while  the 
time,  motivation,   and  encouragement  are  there. 

(3)    Cost  in  Personal  Factors 

The  personal  loss  which  an  individual  suffers  is  difficult  to  assess  because 
this  varies  with  each  person.     There  is  a  loss  of  satisfaction  that  one  usually 
gains  from  finishing  school. 

At  work,  lack  of  education  or  training  may  decrease  one's  sense  of 
satisfaction  over  a  job  well  done  because  job  performance  depends  on  skill  and 
knowledge  as  well  as  on  personal  factors.     However,   every  job  is  worthwhile 
and  no  one  need  be  ashamed  unless  he  is  doing    a  poor  job  of  his  work.  The 
richness  of  one's  experiences  has  an  important  bearing  on  the  enjojrment  a 
person  gets  out  of  life.     If  a  person  does  his  or  her  job  well  and  knows  a 
great  deal  about  it,   personal  satisfaction  is  increased. 


We  have  explained  so  far  why  work  is  so  important  and  why  school  is 
important,   now  let  us  take  a  closer  look  at  your  own  school  career.  Think 
again  about  the  decision-making  process  you  followed  and  the  choices  you 
made.     To  some  students  high  school  is  merely  a  preparation  for  further 
training  and  an  entry  into  work  that  is  challenging  and  interesting.     To  others, 
it  is  a  hardship  to  be  endured  and  graduation  only  means  the  end  of  all  home- 
work and  the  gaining  of  independence.     The  way  you  look  at  high  school 
probably  has  coloured  your  decision  of  which  route  to  follow  and  what  subjects  to 
take. 
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During  the  teen-age  years,   interests  and  abilities  are  not  always  known. 
We  must  make  an  important  decision  at  Grade  Nine  or  Ten  which  may 
determine  what  we  do  in  our  future  years.     The  choice  made  is  not 
irreversible,   although  it  may  cause  inconvenience  if  it  needs  to  be  changed 
later.     The  problem  is,    "Which  high  school  route  is  best  for  me?"    Do  you 
remember  the  process  you  used  to  make  this  decision?    Did  you  consider  the 
following  points  before  choosing  a  route? 


•  People  should  only  take  the  academic  route  if  they  wish  to 
put  lots  of  time  and  effort  into  education. 

•  Personality,   interests  and  ability  influence  the  choice  of 
route . 

•  If  learning  has  been  easy  in  the  past,   the  academic  route 
should  be  taken.     Interests  are  important  too,   though,  so 
if  they  do  not  lie  in  professional  or  technical  areas,  follow 
another  pattern  if  you  so  desire. 

•  A  counsellor  is  the  best  person  to  see  about  career 
planning.     Often  a  student  will  only  refer  to  parents. 
Parents  are  knowledgeable  and  interested  people  but  often 
they  want  the  very  best  for  their  children  so  pressure  them 
into  something  unsuitable.     It  is  your  future  so  it  should  be 
your  choice! 

•  Frequently  you  meet  people  who  complain  that  they  do  not 
have  enough  schooling.  Have  you  heard  very  many  people 
complain  about  having  too  much  schooling? 

•  Appraise  your  abilities  and  interests.     They  are  important 
in  future  plans. 

•  Doing  what  a  friend  does  may  make  one  happy  for  the 
moment  but  will  you  be  happy  when  you  go  your  separate 
ways  later?     Your  friend  may  be  prepared  for  his  or  her 
future  choice.     Will  you  be? 


No  doubt  you  made  your  decision  about  high  school  carefully.     If  one  feels 
confident  in  what  he  or  she  is  doing,   it  is  a  duty  likely  to  be  completed.  A 
poor  choice  would  only  create  anxiety  and  low  morale  which  leads  to  failure  in 
the  future. 
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If  interests,   abilities,   and  personal  goals  are  so  important,   then  you  may 
ask,    "Why  must  certain  subjects  be  taken  to  obtain  a  diploma?"    The  answer 
is  quite  simple.     Even  though  there  are  four  different  high  school  routes  — 
ACADEMIC,    TECHNICAL  -  VOCATIONAL,    COMMERCIAL,   AND  GENERAL, 
certain  subjects  are  required  because  they  are  basic  to  life  in  modern  times. 
Usually  English  and  social  studies  are  two  of  these.     Sometimes  science  is 
included.     These  requirements  can  be  seen  if  we  look  at  the  subjects  needed 
in  order  to  earn  a  high  school  diploma. 


A  standard  HIGH  SCHOOL  DIPLOMA  is  awarded  to  a  student 
holding  ONE  HUNDRED  CREDITS,   subject  to  the  following 
requirements ; 

(1)  LANGUAGE  ARTS  -  a  minimum  of  fifteen  credits,  five 
which  must  be  in  English  10  or  13  and  five  which  must 
be  in  English  30  or  33» 

(2)  SOCIAL  STUDIES  AND  SOCIAL  SCIENCES  -  a  minimum  of  ten 
credits,   five  of  which  must  be  in  Social  Studies  10. 

A  maximum  of  eighteen  credits  may  be  earned  in  the 
Social  Science  options. 

(3)  PHYSICAL  EDUCATION  10  -  a  minimum  of  two  credits 

(required  only  of  students  under  18  years  of  age). 

(^)     MATHEMATICS  -  a  minimum  of  five  credits  and  a  max- 
imum of:      (a)     ten  credits  in  Grade  10  and  (b) 
fifteen  credits  in  Grade  10  and  11  courses. 

(5)  SCIENCE  -  a  minimum  of  three  credits. 

(6)  GRADE  XII  COURSES  -     a  minimum  of  ten  credits  in 

addition  to  English  30  or  33. 

Credits     earned   in  other  approved  courses   may  be  used  to 
obtain  a  total  of  100  CREDITS. 


In  choosing  particular  subjects  within  the  route  you  decided  upon,  your 
counsellor  or  principal  most  likely  started  by  listing  all  of  the  subjects 
required  of  you  in  order  to  obtain  a  diploma.     Other  subjects  are  fitted  in  at 
a  later  date.     (These  "fillers"  are  those  taken  for  interest  —  or  ones  which 
may  prepare  you  for  a  specific  field  later  on.)    The  basic  subjects  plus  these 
"fillers"  should  total  100  credits  or  more  at  the  end  of  your  high  school 
career. 
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WHY  DO  PEOPLE  DROP  OUT  OF  SCHOOL? 

Measuring  the  benefits  of  completing  high  school  against  the  costs  of 
leaving  school,   you  would  wonder  why  people  leave  school.     Do  they  have  valid 
reasons?     Look  at  some  of  the  common  reasons  given  for  leaving  school. 

"I'm  Just  fed  up  with  this  routine  of  school.  " 

Give  it  a  fair  chance !     If  you  were  working,   you  would  give 
your  job  more  than  a  few  months  trial.     Try  to  complete  the 
year,   talk  to  counsellors,   then  if  you  still  feel  discouraged, 
make  your  decision. 

"I'm  needed  at  home. " 

In  the  past,   this  was  the  case,   but  now  it  is  seldom  necessary. 
With  improved  social  services  aide,    a  family  usually  can  get 
help  without  the  student  suffering  any  hardships. 

''The  subjects  are  too  hard  for  me.  " 

Perhaps  the  wrong  subject  has  been  chosen  or  the  student 
is  on  the  wrong  route.     Maybe  the  student  is  not  good  at 
book  learning  but  could  achieve  in  a  more  practical  type  of 
training. 

"I  do  not  tike  the  teachers!" 

Does  this  person  have  trouble  getting  along  with  all  people  or 
just  one  teacher?    If  it  is  more  than  one,    chances  are  that 
the  student  needs  to  change  his  or  her  attitude.     If  it  is 
only  one  —  there  is  such  a  thing  as  a  "personality  clash" 
and  maybe  that  person  can  change  to  another  class  . 

"I  want  to  get  out  and  eam  my  own  living.  " 

This  is  the  normal  desire  of  many  high  school  students.  It 
is  an  inner  need  for  independence  from  parents.     But  one 
must  face  the  reality  of  greater  earnings  and  more  security 
if  school  is  completed.    Living  away  from  home  is  often 
more  difficult  and  more  costly  than  one  can  imagine. 

"I  have  better  things  to  do  with  my  evenings  than  homework.  " 

School  is  not  the  only  career  in  which  one  must  work  after 
hours.     In  many  jobs,   there  is  evening  work  and  overtime 
to  put  in  without  extra  credit. 
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Do  you  feel  that  students  cited  in  the  cases  on  Page  20  realize  that  few 
people  rise  in  their  jobs  without  a  diploma,   certificate,   or  degree  indicating 
that  they  have  achieved  some  educational  standard,   or  that  they  possess  certain 
skills?     Even  though  we  provide  students  with  several  routes  to  meet  their 
differing  abilities,   an  endless  variety  of  elective  subjects  in  which  they  can 
pursue  any  interests,   and  the  most  modern  of  educational  and  recreational 
facilities,   they  can  not  be  forced  into  completing  school.     In  realizing  that 
people  have  differing  personalities,   interests,    and  abilities,   other  routes  of 
training  have  been  created  for  those  who  have  dropped  out  of  school.  Among 
these  routes  are  apprenticeships,   agricultural  and  vocational  colleges,  institutes 
of  technology,   private  commercial  and  trade  schools,    and  correspondence 
schools.     Each  has  programs  offered  to  the  early  school  leaver  and  several 
allow  students  without  the  minimum  education  requirement,   but  with  "Adult 
Status"  (18  years  and  over)  to  enter  such  programs.     These  programs  will  be 
discussed  in  Lessons  8,   9,   and  10. 


You  have  now  seen  what  kind  of  considerations  are  usually  made  in  choosing  a 
high  school  route  and  subjects,   and  also  know  some  of  the  reasons  why  people 
leave  school.     Such  actions  were  preceded  by  important  decisions.  Choosing 
a  career  is  an  even  more  important  decision  since  it  is  work  that  regulates 
our  entire  lifestyle.     Do  not  panic  if  you  are  unsure  of  which  career  to  pursue. 
Do  you  realize  that  only  twenty  percent  of  students  graduating  out  of  Grade 
Twelve  decide  initially  to  continue  their  education?     Statistics  state  that  four 
people  out  of  every  five  are  unhappy  with  their  jobs.     Perhaps  this  is  reason 
enough  to  say  that  careful  planning  should  go  into  choosing  an  occupation  since 
you  will  spend  so  much  time  at  it  and  it  influences  so  many  aspects  of  your 
life.     As  we  have  said  earlier,   this  course  is  not  set  up  to  bring  you  right  to 
a  decision  on  which  occupation  to  follow.     It  will,   however,   make  you  aware  of 
all  of  the  opportunities  available  to  you.     You  will  be  able  to  discover  more 
about  yourself,   and  then  perhaps  find  an  area  to  research  further. 
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Exercise  1 :     Work  and  Lifestyles 

The  kind  of  work  breadwinners  do  in  a  family  influences  the  entire 
family.  What  is  (are)   the  occupations(  s )  of  the  breadwinner ( s )   in  your 
family?     Think  of  how  the  occupation!  s)  of  the  breadwinner ( s )   in  your 
family  has  influenced  you.   If  your  family's  breadwinner  ( s )   is  (are) 
unemployed,  think  of  how  unemployment  has  affected  you. 

1.       Are  there  occupations  you  would  liRe  to  do  or  do  not  want  to  do, 

because  of  the  experiences  people  in  your  family  have  had  in  those 
occupations?     Explain  your  ideas  in  a  paragraph. 


2. 


Do  people  look  up  to  you  or  look  down  on  you,   because  of  your 
parent's  (parents')  occupation  ( s )  ?     Why  do  they  view  you  in  this 
way? 
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3.       People  in  some  occupations  earn  more  money  than  people  in  other 
occupations . 

How  much  money  does  your  family  have?     How  has  the  amount 
of  money  your  family  has  influenced  you  in  the  following  areas? 

(a)     the  amount  of  money  you  personally  can  spend 


(b)     the  kind  of  home  you  live  in.   Does  your  family  rent  a  home 
or  own  a  home?     Do  you  live  in  an  expensive  home,  an 
average  home  or  a  plain  home? 


(c)      the  Rinds  of  leisure  activities  you  can  do 


4.       Do  you  live  in  a  certain  area,   town  or  city,   beacuse  of  your 
parent's  (parents')  work? 


5.       Are  some  of  your  friends  people  your  parent(s)   work  with? 
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6.       What  is   (are)   your  parent's   (parents')  work  schedules?  V\[hen  does 
work  start  and  stop?     How  does  this  affect  you  in  the  following 
areas? 

(a)     the  kinds  of  leisure  activities  you  can  do 


(b)     the  time  your  family  spends  together 
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Below  are  a  number  of  situations  which  illustrate  poor  career  decisions. 


In  each  case  write  the  type  of  "crooked  thinking"  the  person  is  guilty  of  in 
the  blank  to  the  rightof  the  question.     Then  in  the  space  below,   discuss  why 
this  would  be  a  pitfall  to  clear  thinking.  ~~" 


(1)  John  wants  to  become  a  professional 
teacher.  He  is  presently  completing 
his  general  high  school  diploma. 


(2)     John  decides  that  he  could  never  do 
veterinary  work  because  he  likes 
animals  too  much  to  see  them  ill  or 
hurt  c 


f 
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(3)    Marty  reads  in  the  1960  edition  of 

Occupational  Trends  that  teachers  are 
needed  desperately  in  Alberta.  He 
bases  his  entire  occupational  report 
worth  50%  of  his  final  mark  on  this 
article. 


(4)    Bessie  B.  wanted  to  be  a  stenographer 
for  an  oil  company  because  she  heard 
about  how  "stenos"  meet  the  handsome 
young  field  workers.     She  was  a  poor 
speller,   clumsy  with  her  fingers,  and 
did  not  like  work  that  was  repetitive 
and  routine.     She  hoped  that  she  would 
soon  meet  and  marry  a  field  worker. 
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Exercise  3:     True  or  False 


Indicate  whether  the  following  statements  are  true  or  false  by  placing 
T  or  F  in  the  blanks  to  the  righto 


(1)     The  general  policy  of  labour  unions  is  to  encourage  young 
people  to  stay  in  school. 


(2)     Jobs  created  by  automation  are  usually  for  skilled  workers. 


(3)     The  main  purpose  of  high  school  is  to  prepare  one  for  a 
future  career. 


(4)     A  drop-out  is  the  last  person  hired  because  he  lacks  both 
the  experience  and  the  education  employers  look  for„ 


(5)     Once  decisions  about  what  route  to  take  and  what  subjects 
to  take  are  made,   your  choice  will  be  irreversible. 


Exercise  4;     Case  Studies  in  Decision-Making 


Read  the  case  studies  on  the  following  three  pages.   In  each 
case  act  as  a  counsellor  for  the  person.  What  factors  influenced 
the  decisions?     Each  case  should  be  thoroughly  analyzed  and  several 
points  should  be  made.   Refer  to  information  in  Pages  7  to  10  of  the 
lesson . 
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A.    Rick's  marks  were  average  until  Grade  Nine  but  now  in  Grade  Ten 
he  is  failing  all  of  his  subjects.     According  to  his  achievement  and 
tested  abilities  and  aptitudes  in  high  school  he  appeared  to  have 
very  limited  potential.     Both  his  parents  and  the  teachers  encouraged 
him  to  drop  out  and  look  for  a  job.     He  persisted  through  school  and 
managed  to  earn  all  credits  needed  for  a  High  School  Diploma.  He 
proceeded  to  enroll  in  a  short  sales  course  at  the  local  community 
college.     Because  of  his  low  high  school  marks  he  was  discouraged 
from  entering  that  course.     Again  he  persisted  and  graduated  with  a 
low  average.     A  large  national  insurance  company  hired  Rick  on  a 
conditional  basis.     Within  six  months  he  became  top  salesperson  in  the 
province  and  two  years  later  he  was  competing  for  the  top  sales 
position  in  Canada. 

(1)    What  could  be  some  possible  causes  for  Rick's  failure  in  school? 
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B.       While  going  to  high  school,  Joe  made  a  hobby  of  auto  mechanics, 

completely  overhauling  three  cars.   He  showed  both  interest  and  ability 
in  his  high  school  mechanics  courses.   His  grades  in  other  subjects  were 
generally  below  average.   He  once  told  the  counsellor  that  he  liked 
working  with  tools  and  with  his  hands  but  that  he  disliked  "bookwork". 
As  part  of  a  work  experience  program  Joe  worked  part-time  at  a  filling 
station.   Even  though  he  worked  hard,  was  efficient,   and  gave  good 
service,   he  did  not  enjoy  the  job  because  the  customers  annoyed  him. 
This  experience  turned  Joe  away  from  his  long  term  plan  of  being  a 
mechanic.   That  fall  Joe  entered  a  community  college  in  a  General  Arts 
program.   He  failed  the  first  term  courses  and  withdrew  from  college  in 
January.   Now  Joe  is  untrained  and  unemployed.   He  wonders  what  he  can 
do  in  the  future. 


(1)      Make  a  list  of  possible  causes  for  Joe's  college  failure.  Explain 
how  each  cause  may  have  been  a  factor  in  what  happened. 


(2)      What  should  Joe  do  in  the  future?  Give  reasons  for  your  answers. 
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C.  Gary  could  not  read  well.  In  most  subjects  he  did  fair  work  but  failed 
English  because  ne  simply  could  not  get  through  the  course  content.  In 
a  counselling  session  Gary  said  that  he  had  not  liked  the  English  teacher 
last  year  and  did  not  like  the  English  teacher  this  year.  Gary  claimed 
that  both  teachers  "picked  on  him"  by  assigning  extra  worksheets  and 
making  him  stay  after  school  for  extra  practice.  He  felt  humiliated  and 
angry.  The  teachers'  actions  made  it  impossible  for  him  to  learn.  Gary 
decided  to  quit  school  midway  through  Grade  Eleven  o 


(1)      What  faults  are  there  in  Gary's  thinking?  Was  he  making  a  logical 
decision  in  choosing  to  leave  school? 


(2)      List  alternate  solutions  to  Gary's  problem. 


END  OF  LESSON  1 
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r/ie  pujipoAQ.        ttbi/i  quG-zit^onacuyie.  1.-6  to  koAp  y,ouyi  t^acheji  LindojiAtand  y.ouji 
uiduLvLdual  ne,&d/i  and  p/ioblomA.   PZaa^ie.  pJJ.  Lt  In  a/i  com.pte.teJ.y,  aA  poAA-Lblo.,  'ReJaum 
-it  ujaMi  Le.AAon  U 


AdjdjiQ.A-6 1 


/  Qj.Q.ph.onQ,  Numbo^:   ^9-^' 

What  ottiQA.  couA.Ae,A  a/KZ  y.ou  Atudyjjng,  by,  co/i/KZApondence.? 


HouD  many,  cjie^dLtA  How  many  cjiO-diJiA  A/to.  you  tak-tng,  ttiLA 

do  you  tiavQ?  a/ie.  you  taking,  cou/iaq.  f-O/i  two  o/i 

-in  the.  cta-4/i/Loom?  ton.  thyio^o.  cytaditA? 


UJtiat  thigh  Achoot  /louto.  ayie.  you  f-ottowing,  [g(2neyiat  dtptoma,  buAAjKZAA ,  vocati.onat- 
tadmA^cat,  on.  mat/iLciLiati.on  i unLv ojiAtty  enJyiance.)  pA.ogA.am]? 


Wkat  occupatton  on.  cayie.e,/i  goatA  do  you  have,  in  mind  at  p/iaAent'. 


Q-Lve.  any  othoji  -Lnf^o/imatLon  that  may  keJ,p  youji  t<2.acAeyi  to  undojiAtand  youn.  ApacMoJ. 

COLAQ., 
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OCCUPATIONS  AHEAD  (Part  I) 


You,   as  a  student,  must  become  aware  that  the  occupational  world  is  not 
stable.     There  has  been  and  will  continue  to  be  booms,   depressions,  wars, 
uncertainties,   and  automation.    A  young  person  must  prepare  for  the  oppor= 
tunities,  the  changes,  the  disappointments,   and  the  demands  of  the  future « 
The  growth  and  development  of  Alberta  and  of  Canada  will  influence  career 
choices.     For  this  reason,   each  individual  should  have  some  knowledge  of 
Canada's  and  Alberta's  industry. 


A.      A  BRIEF  LOOK  AT  INDUSTRY  IN  CANADA  AND  ALBERTA 


It  has  long  been  known  that  people  follow  job  opportunities  in  their  own 
country.     There  is  usually  a  shift  of  population  when  a  new  industry  is 
created.     Canada  has  had  four  major  waves  of  immigration  after  the  first 
settling  by  French  fur  traders,   coureurs-de-bois,   explorers,  missionaries, 
British  soldiers,   merchants,   and  colonial  officials. 

1.  The  first  wave  was  that  of  40  000  United  Empire  Loyalists  who  by 
1783  had  settled  in  New  Brunswick  and  along  the  St.  Lawrence  to 
farm. 

2.  Shortly  after  1800,   British  shipbuilders  wanted  Canadian  timber 
and  encouraged  immigration  to  Canada  for  logging,   thereby  causing 
the  second  wave.     From  1821  to  1861  the  population  of  Canada 
increased  from  750  000  to  3  229  633. 

3.  The  third  wave  came  in  1900.     Prairie  farmlands  were  being 
broken,   gold  had  been  discovered  in  the  Caribou  and  the  Yukon, 
and  a  transcontinental  railway  existed.     Farmers,   ranchers,  and 
miners  increased  Canada's  population  by  almost  two  million. 
Saskatchewan,   Alberta,   and  British  Columbia  showed  the  most 
dramatic  population  increases  —  in  Saskatchewan  the  population 
more  than  quadrupled.     Also,   as  a  result  of  the  search  for  minerals, 
one  county  in  Northern  Ontario  increased  in  population  from  1000 

to  26  000. 

4.  The  fourth  great  increase  followed  World  War  II.     An  increase  of 
two -and -one -half  million  occurred  between  1941  and  1951,   and  of 
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two  million  between  1951  and  1956.     The  bulk  of  these  numbers  went 
to  Quebec  (1  600  000),   Ontario  (2  000  000),   and  Alberta  and  British 
Columbia  (300  000  each).     Saskatchewan's  population  actually  declined 
during  this  period. 


The  table  below  gives  an  indication  of  maufacturing  in  Canada  in  1982. 
Do  you  notice  that  Quebec  and  Ontario  have  the  greatest  number  of  manu- 
facturing plants?     At  the  same  time  industry  was  growing  in  Ontario  and 
Quebec,   the  population  in  those  provinces  was  growing  also.  INDUSTRIAL 
DEVELOPMENT  OF  AN  AREA  INFLUENCES  THE  POPULATION  ENTERING  THAT  AREA. 


MANUFACTURING  ESTABLISHMENTS,  1982 

0              2000          4000          6000           8000          10  000         12  000        14  000        16  000 
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Chart  made  from  statistics  in 

Canada  Year  Book,  1985.  Statistics  Canada,  p.  516 
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It  is  likely  that  you  may  need  to  move  to  your  job.     Therefore  you 
should  have  some  knowledge  about  the  location  and  importance  of  industry. 
We  will  discuss  Alberta  in  the  most  detail,  but  first  look  at  the  three 
provinces-  that  outrank  us. 

Fully  one-half  of  Canada's  manufacturing  output  is  in  Ontario.  This 
has  been  due  to  its  location  around  the  Great  Lakes  and  nearness  to 
Pennsylvania's  coal  and  Minnesota's  iron.     The  greatest  variety  of  products 
exists  in  Ontario.     Motor  vehicles,   parts,   machine  tools,   starch  and  glucose, 
and  raw  tobacco  processing  are  exclusive  to  Ontario.     Some  other  goods 
manufactured  in  Ontario  are  electrical  machinery,   agricultural  implements, 
bicycles,  breakfast  foods,   soaps,   rubber  goods,   house  and  office  machinery, 
wine,   leather  tanneries,   rope  and  twine,   sporting  goods,   primary  iron  and 
steel,   telecommunications  equipment,   refrigerators,   vacuum  cleaners,  hard- 
ware,  tools  and  cutlery,   auto  accessories,   fabric,   toys  and  games,  abrasives, 
jewellry,   silverware,  white  alloys,  wool  yarn,   and  batteries.     Ontario  also 
produces  hating  and  cooking  apparatus,  carpets,   mats,   iron  castings,  fruit 
and  vegetable  preparations,   stock  and  poultry  feeds,   industrial  machinery, 
chemicals,   boilers,   acids,  printing  and  bookbinding,   brass,  copper,  and 
aluminum  products,   and  aircraft  parts. 

Quebec  accounts  for  a  little  over  25%  of  Canadian  manufacturing.  An 
important  Quebec  industry  is  pulp  and  paper.     Other  industries  are  petro- 
leum products,   non-ferrous  metal  smelting  and  refining,   miscellaneous  elec- 
trical apparatus  and  supplies,   slaughtering  and  meat  packing^ 


Although  the  graph  on  Page  2  shows  the  Prairie  Provinces  as  ranking  third  in 
number  of  manufacturing  plants,  Alberta  itself  actually  ranks  fourth.  Ontario, 
Quebec,   and  British  Columbia  have  more  manufacturing. 
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factory  clothing,   railway  rolling  stock,   tobacco,  cigars  and  cigarettes,  air- 
craft and  parts,  cotton  yarn  and  coth,   food  preparations,   and  furniture.  The 
following  industries  employ  the  bulk  of  employees:   primary  textiles  -  produc- 
tion of  cotton,  woolens,   synthetic  firbres  and  fabrics,   hosiery,   knitted  goods, 
and  dyeing  and  finishing  of  textiles. 

British  Columbia 's  minerals ,  forest  resources,  fisheries  and  electric 
power  are  the  foundations  of  a  number  of  manufacturing  industries.  Chief 
industries  are  sawmills,  pulp  and  paper,   veneers  and  plywood,  planing 
mills,   petroleum  products,   fish  processing,   slaughtering  and  meat  packing, 
shipbuilding,  food  preparations,  fertilizers,  and  printing  and  publishing. 


Although  Alberta    is    fourth  in  number  of  plants,   it  still  does  have  quite 
a  variety  of  manufacturing  industries.     The  most  prominent  ones  are  listed 
below. 


food  &  beverage 

rubber  &  plastic  products 

leather  products 

textile  products 

wood  products 

transportation  equipment 

printing,   publishing  &  allied  products 

non-metallic  mineral  products 

furniture  &  fixtures 

paper  &  allied  products 

primary  metal  products 

metal  fabricating  products 

machinery 

electrical  products 

petroleum  &  coal  products 

chemical  &  chemical  products 


It  would  be  helpful  to  you,   as  a  student,   and  as  a  future  worker,   to  know 
where  the  industries  in  Alberta  are  located.     The  map  on  the  next  page 
illustrates  this. 
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We  have  briefly  examined  manufacturing  industries  which  offer  a  very- 
wide  scope  of  occupational  opportunities.     However,   people  must  keep  in  mind 
that  although  manufacturing  is  the  largest  commodity  producing  industry,  both 
in  the  nimibers  employed  and  in  the  value  of  production,   it  is  only  a  part  of 
the  total  employment  scene  and  is  most  important  in  Ontario  and  Quebec.  The 
following  table  shows  the  distribution  of  employed  persons  (not  including  the 
Armed  Forces)  by  industrial  group. 


EMPLOYMENT  IN 

ALBERTA, 

BY  INDUSTRY,   IN  1983 

PERCENTAGE  DISTRIBUTION 

GOODS  PRODUCING  INDUSTRIES 

SERVICE 

INDUSTRIES 

1 

2 

3 

U 

5 

6 

7 

8 

AGRICULTURE 

OTHER  PRIMARY 
INDUSTRIES 

MANUFACTURING 

CONSTRUCTION 

TRANSPORTATION 

TRADE 

FINANCE 

SERVICE 

i 

8.6 

5.6 

8.0 

8.1 

8.6 

17.8 

30.9 

CHART 

BASED  ON 

STATISTICS  FROM 

THE  CANADIAN 

ENCYCLOPEDIA. 

In  our  discussion  of  the  chart  above,  there  are  two  new  terms  you  will 
encounter.  You  should  know  the  difference  between  a  "goods  producing 
industry"  and  a  "service  industry". 
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I.    GOODS  PRODUCING  INDUSTRIES 


Agriculture,  other  primary  industries,  manufacturing,  and  construction  are 
the  commodity  producing  groups. 

Primary  Industries  secure  raw  materials  from  the  earth.  This  group 
includes  Agriculture,   Forestry,   Fishing  and  Fisheries,   Trapping  and 
Fur  Farming,  Mining  (includes  metals,   industrial  minerals,    and  fuels 
such  as  petroleum,   natural  gas,   and  coal),   and  Power  Generation. 

Secondary  Industries  convert  raw  materials  to  manufactured  or  refined 
products  useful  to  the  consumer.     Examples  are  Maniifacturing  and 
Construction. 

If  you  look  at  the  chart,  you  will  see  a  shift  of  importance  from  the 
primary  industries  to  the  secondary  ones  as  Canada  has  increased  its 
industrialization.     Within  the  primary  industries,   value  of  production 
of  Agriculture  has  dropped  greatly  while  others  like  Mining  and  Power 
Generation  have  risen.     This  is  because  the  latter  two  are  needed  to 
establish  and  maintain  new  industries.     INDUSTRIALIZATION  changes 
the  labour  scene  greatly,   thus  affecting  opportunities  open  to  each  of  us. 


II.    SERVICE  INDUSTRIES 


Service  Industries  market  the  goods  produced  by  the  above  groups  (trade) 
and  provide  services  for  the  people.     Transportation,   Finance,  Insurance, 
and  Real  Estate  are  sometimes  included.     The  service  industries 
encompass  over  60%  of  the  working  population  in  Alberta  now  in  compari-= 
son  to  A0%  in  Canada  in  1946. 

Examples  of  service  establishments  are:    movie  theatres,   laundries,  dry- 
cleaning  and  dyeing  plants,   advertising  agencies,   hotels  and  motels,  cold 
storage  businesses,  warehousing,   and  garden  markets. 

The  travel  industry  is  another  example  of  a  major  service  industry.  If 
travel  were  considered  as  a  commodity,   its  value  (money  brought  into  the 
country)  would  rank  third  under  only  newsprint  and  wheat.     Our  major 
source  is  United  States  citizens  travelling  in  Canada. 

Transportation  includes  rail;  road;  water;  and  air  transportation,  both 
freight  and  passenger;  and  also  oil  and  gas  pipelines. 
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Communications  includes  telecommunications  (telex,   telephone,  telegraph, 
radio,   and  television),  the  Post  Office,   and  the  press . 

Finance,   Insurance,   and  Real  Estate  includes  the  Bank  of  Canada  (and  its 
subsidiary,   the  Industrial  Development  Bank);  the  eight  Canadian  chartered 
banks;  credit  unions;  loan  and  trust  companies;  moneylenders;  life,  fire 
and  casualty  insurance  companies;  and  real  estate  companies  and  agents. 


Because  emphasis  on  service  industries  is  increasing  steadily,   it  is  safe 
to  say  that  a  person  with  forethought  would  plan  a  career  in  one  of  the  service 
areas.     Services,   as  you  will  see  later  in  this  lesson,   and  in  the  next  lesson, 
are  due  to  grow  rapidly. 


The  chart  on  Page  6  measures  distribution  of  employed  persons  through- 
out Alberta.     The  distribution  Is  similar  for  all  of  Canada.     While  the 
employment  of  persons  in  the  goods  producing  areas  has  stayed  constant  or 
dropped  slightly,   those  in  the  service  areas  have  risen  greatly.  The 
numbers  of  people  employed  in  service  industries  in  Alberta  increased  by  50% 
between  1975  and  1980. 


PERCENT  Of  EMPLOYED  PERSONS  BY  INDUSTRIAL  GROUPS  IN  ALBERTA 

IN  1983 
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Chart  based  on  statistics  from:     The  Canadian  Encyclopedia 
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As  you  have  seen,   industrial  outlook  causes  shifts  in  population  from 
province  to  province,   but  it  also  causes  a  definite  movement  from  rural  to 
urban  areas.     The  movement  from  rural  to  urban  areas  [from  country  (farm) 
to  town  or  city]  is  called  URBANIZATION.     This  trend  has  been  underway 
since  before  the  1900's,   but  has  been  greater  since  then.     The  following 
figures,   given  by    The  Canadian  Encyclopedia  illustrate  this  trend. 


1851 

1881 

1901 

1921 

1941 

1961 

1981 

URBAN  population 
as  a  ^  of  the 
total 

13.1 

23.3 

34.9 

47.4 

55.7 

69.7 

75.7 

RURAL  population 
as  a  ^  at  the 
total 

86.9 

76.7 

65.1 

52.6 

44.3 

30.3 

24.3 

There  has  been  a  steady  decline  in  importance  of  agriculture  due  to  farm 
mechanization  and  due  to  the  rise  in  Importance  of  manufacturing,  trade, 
and  services. 

In  summary,   you  must  consider  the  industry  available  in  the  area  in 
which  you  wish  to  settle.     A  person  must  also  consider  trends  in  order  to 
assess  future  availability  of  work.     The  more  industrialization  which  takes 
place  in  an  area,   the  more  populated  and  urbanized  it  will  become.  More 
service  industries  will  open  to  serve  the  growing  population  but  fewer  people 
may  be  hired  in  the  commodity  producing  group  because  it  is  there  in  which 
the  greatest  degree  of  automation  is  taking  place.     Automation  and  future 
outlook  in  occupations  is  discussed  in  the  remainder  of  the  lesson. 
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B.  AUTOMATION 


Automation  is  defined  as  a  manufacturing  system  in  which  many  or  all 
processes  are  automatically  performed  or  controlled  by  electronic  devices. 


In  order  to  understand  the 
problems  of  automation  we  must 
know  something  about  the  nature 
of  and  the  use  of  automation  and 
of  computers.     There  are  two 
important  classes  of  devices. 


(1)  The  class  usually  referred  to 
when  one  speaks  of  "automation" 
is  made  up  of  devices  that 
automatically  perform  sensing 
and  motor  tasks  —  replacing  or 
improving  on  human  capacities 
for  performing  these  functions. 
An  example  of  such  would  be 
one  machine  developed  that  can 
arrange  pages  in  numerical 
order,   straighten  them  out,  and 
staple  them.     This  machine 
would  replace  ten  workers  that 
performed  the  same  function. 

(2)  The  class  usually  referred  to 
when  one  speaks  of  "computers" 
is  composed  of  devices  that 
rapidly  perform  routine  or 
complex  logical  and  decision-making  tasks.     These  also  replace  or 
improve  on  human  capacities  for  performing  these  functions.     An  example 
of  such  would  be  the  common  calculator.     It  certainly  performs  routine 
and  complex  mathematical  tasks  faster  than  the  average  person.     (And  do 
note,    a  person  is  still  needed  to  push  the  right  buttons  to  get  it  started.) 
A  more  sophisticated  example  would  be  a  machine  designed  to  monitor, 
record,   and  display  on  a  screen,   the  pulse  rate,  blood  pressure,  skin 
resistance,   temperature,   and  other  bodily  signs  of  a  hospital  patient. 
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Using  machines  does  not  merely  mean  that  machines  do  the  tasks  that 
men  did  before.     Automation  brings  complex  changes  because  both  industry 
and  people  will  adapt  to  the  new  conditions. 

In  industry,  for  example,  if  the  building  trades  were  to  be  automated,  it 
would  mean  inventing  machines  to  do  the  various  tasks  now  done  by  man  and 
also  redesigning  buildings  so  that  they  could  be  built  by  machines. 

Changes  for  people  may  be  harder  to  accept.     It  is  estimated  that  more 
than  60  million  workers  (of  a  total  110  million  workforce  in  the  United 
States)  will  somehow  be  involved  with  computer  work  by  1990. 

Faster  and  increased  production  will  affect  labour  trends  greatly  in  the 
future . 


Below  are  some  examples  showing  how  automation  has  already  reduced  work 
and  increased  productivity. 

.  Six  workers  in  a  Bell  Canada  office  in  Montreal  can  now  handle 
the  same  number  of  calls  as  twelve  workers  did  one  year  ago  - 
the  result  of  a  semi-automated  service. 

.    In- car  computer  terminals  enable  police  in  Vancouver  to  question 
Ottawa  files.     They  exchange  names  and  license  plate  numbers 
for  readouts  about  fugitives  and  stolen  vehicles.     This  process 
takes  seven  seconds.^ 

.    A  dairy  farmer  in  Missouri,  USA,  attached  transistorized  sensors 
around  cows'  necks  and  placed  electric  eyes  in  the  food  bins.  This 
was  to  check  on  the  exact  amount  of  grain  the  cows  were  eating.  2 

.    Several  daily  U.S.  newspapers  publish  an  edition  of  an  electronic 
newspaper.     Telephone  lines  to  personal  computers  are  used. 
Subscribers  choose  what  they  will  read  from  a  menu  on  their 
screens.     The  Washington  Post  is  an  example  of  one  such  news- 
paper. ^ 


Allen  A.  Boraiko,  "The  Chip:  Electronic  Mini-Marvel",  National  Geographic  , 
October  1982,  p.  452. 
^Ibid,  p.  434-435. 
^Ibid,  p.  454. 
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.    In  a  Chrysler  assembly  plant  in  Delaware  USA  thirty  workers  could 
weld  sixty  cars  per  hour.     Robots  can  now  handle  one -hundred 
cars  per  hour.     Only  one  person  is  needed  to  watch  over  this 
area, ^ 


Note  that  a  machine *s  capacity  for  production  is  great  because  machines 
need  no  coffee  breaks,  no  lunches,  and  no  sleep.     Their  work  is  consistently 
good  which  cuts  waste  and  defects.     Machines  also  work  overtime  without 
extra  pay  and  they  never  go  on  strike.    A  mathematician  once  said,  "There 
are  no  limits  to  what  a  computer  can  accurately  do  -  the  limits  are  within 
the  human  programmers  and  technicians." 


Here  are  several  examples  of  how  automation  is  taking  over  in: 

Medicine  .    Workers  are  developing  a  computer  that  catalogues 

hundreds  of  diseases.     It  can  combine  facts  fed  into 
it  by  a  doctor  and  make  a  diagnosis.     It  can  ask 
questions  about  the  patienffe  condition,  suggest  alternate 
tests,  and  change  its  diagnosis  accordingly.^ 

.    Electronic  limbs  are  being  developed  which  activate 
through  motor  sensors  and  electrical  signals  from  the 
skin .  6 

.    New  development  of  microelectronics  which  when 
planted  behind  the  ear  would  provide  slight  hearing 
for  deaf  people.  ^ 


Banking  .    Sort  cheques.     Debit  and  credit  accounts.  Make 

monthly  statements.     (Banks  in  the  U.S.A.  now  transfer 
more  than  500  billion  dollars  daily  across  the  country 
totally  by  computer.) 


Car  Industry      .    Development  of  microcomputers  placed  under  car  hoods 
to  monitor  and  control  engine  functions  for  greater 
fuel  economy  and  emission  control.^ 


^  Ibid,  p.  451. 

5  Ibid,  p. 446. 

^  Ibid,  p. 423. 

^  Ibid,  p-423. 

^  Ibid,  p. 452. 
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Business  .    A  computer  with  a  printer  and  word  processing  program 

can  shift, copy,  or  erase  words,  lines,  paragraphs  or 
pages  of  text.     It  files  and  can  correct  spelling  errors. 
Cleanly  edited  manuscripts  are  produced.^    Once  a 
letter  has  been  filed,  it  can  be  recalled  automatically 
with  only  the  new  clients  name  and  return  address  to 
insert. 

.    With  new  electronic  developments  a  boss  will  be  able 
to  tell  how  many  keystrokes  a  secretary  makes  per 
minute,  per  hour  etc.     (A  reason  why  many  workers 
fear  automation.) 

.    Take  orders  and  fill  them.     Read  cash  register  tapes 
at  day's  end,  record  what  was  sold,  the  money  taken 
in,  the  stock  that  needs  to  be  replaced.     Take  paper 
money  and  make  change. 


Airlines  and  .  Make  reservations.  Process  airline  tickets.  Prepare 
Railroads  payrolls.     Guide  airplanes  in  "blind"  take-offs  and 

landings.     Control  the  movement  of  trains.  Schedule 
freight  and  keep  accounts  for  railroads  and  truck  lines. 


Cities  .    Turn  lights  off  and  on  as  needed,  with  electronic  "eyes" 

that  react  to  darkness,  whether  due  to  nightfall,  early 
twilight,  storms,  eclipses,  or  other  causes. 


The  development  of  the  computer  'chip'  has  changed  our  lives  drastically. 
It  means  increased  use  of  computers  in  the  home  as  well  as  in  business. 
In  the  future  people  will  be  able  to  use  home  computers  to  communicate 
with  their  place  of  employment,  with  banks,  and  with  stores.     This  means 
that  we  can  have  instant  access  to  weather  reports,  bus  and  airline  schedules, 
and  investment  and  tax  counselling.    As  you  can  see  every  job  and  every 
person  will  be  affected.     The  examples  do  show  you  how  important  a  career 
plan  is  for  the  future.    You  must  constantly  be  aware  of  new  developments 
within  your  field  and  be  prepared  to  change  with  them. 


9  Ibid,  p.  436 
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In  planning  for  the  world  of  work,  we  must  anticipate  more  changes  of 
occupation  during  our  lifetime  than  our  parents  made.     Experts  predict  that 
an  average  person  will  be  forced  to  change  occupations  three  to  four  times  in 
a  lifetime.     In  twenty  years,   forty  per  cent  of  workers  will  be  in  occupations 
which  do  not  even  exist  now.     You,   therefore,  must  have  a  flexible  outlook, 
confidence  in  your  own  abilities,   and  a  broad  educational  background  to  absorb 
necessary  retraining.     It  is  important  to  remember  that  EVERY  PERSON 
MUST  HAVE  THE  BROADEST  EDUCATION,   TRAINING,   AND  WORK 
EXPERIENCE  SO  THAT  PERSON  CAN  BE  FLEXIBLE,   ADAPTABLE  AND 
RESPONSIVE  TO  CHANGE.     IT  IS  NECESSARY  TO  CONTINUE  EDUCATION 
OVER  A  LIFETIME  -  CONSTANT  LEARNING  IS  A  MUST. 


There  are  several  reasons  why  a  broad  training  is  important.     The  first, 
which  we  have  illustrated  by  the  facts  and  figures  given,    is  that  we  must  be 
able  to  adapt  to  changes  of  technology.     We  must  be  willing  and  able  to  change 
our  ways  to  suit  advances  in  business  and  industry.     Secondly,  we  may  not 
have  to  change  our  ways  totally  but  may  need  a  wide  enough  training  so  that 
we  are  flexible  within  a  large  occupational  field.     For  example,   a  plumber, 
at  45,   finds  that  he  no  longer  has  the  physical  strength  to  do  the  heavy  lifting, 
climbing,   and  out-of-doors  work  necessary  for  his  occupation.     His  experience, 
of  course,   has  made  him  a  very  knowledgeable  person  in  the  plumbing  field. 
But  he  should  also  have  broad  enough  training  and  skills  so  that  he  could  turn 
to  instructing  others  (trades  instructor),  directing  others  (foreman),  dealing  with 
the  public  (plumbing  sales  or  government  inspector),   or  doing  desk  work  with 
his  firm  (stock  control  clerk).     Can  you  see  that  developing  other  skills  while 
on  the  job  can  pay  off  huge  dividends  in  the  future  ? 

Two  other  benefits  of  a  broad  training  are  apparent.     The  first  is  that 
every  person  must  be  well  informed  in  order  to  assure  the  preservation  of  a 
democracy.     Secondly,   a  narrowly  trained  person  could  find  leisure  time 
boring  and  unfruitful  because  he  or  she  has  not  been  exposed  to  a  variety  of 
leisure  time  activities. 


As  well  as  its  being  best  for  the  student  to  have  a  broad  training ,  it 
would  also  be  advisable  that  each  person  get  a  higher  education  than  that 
offered  at  high  school.     Employers  are  now  demanding  this  for  three  reasons. 
The  complexity  of  newly  developed  machines  improves  production  methods, 
therefore  fewer  jobs  of  an  unskilled  nature  are  available.     Secondly,  new 
procedures  brought  about  by  automation  will  allow  one  business  to  have  an 
advantage  over  another  thus  driving  those  less  automated  out  of  business  or 
causing  them  to  have  huge  lay-offs  (and  the  first  people  to  be  laid  off  are 
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unskilled  workers).     And,   lastly,   new  inventions  will  replace  former  ones. 
For  example,   with  the  invention  of  the  car,   there  was  a  drastic  reduction  of 
the  horse-carriage  industry.     Other  industries  such  as  petroleum,  rubber, 
recycling  of  metal,   driver  education,   auto  inspection,   auto  repair,   and  air 
pollution  control  arose  out  of  the  car  industry.     This  invention  may  have  done 
away  with  horse-carriage  workers  but  has  provided  employment  for  thousands 
in  manufacturing,   sales,   and  servicing  of  motor  vehicles  and  has  brought  about 
a  great  expansion  in  road  building  and  tourism  throughout  Canada.  Another 
example  is  the  invention  of  gyproc  which  eventually  did  away  with  much  of  the 
plasterer's  trade.     These  points  not  only  imply  that  you  get  a  higher  education, 
but  that  you  gain  knowledge  in  more  than  one  field  when  possible. 

Over  the  next  ten  years,   trends  seem  likely  to  be  as  follows: 


(a)    Continuing  growth  in  the  PROFESSIONAL  and  TECHNICAL  OCCUPATIONS. 

(i)    Since  there  will  be  more  people  to  feed  and  less  land  per  person, 
there  will  be  a  demand  for  conservationists,  bacteriologists, 
agronomists  (people  who  are  knowledgeable  about  field  crop 
production  and  soil  management)  and  dieticians.     As  well,  chemists, 
biologists,   and  sea-divers  may  be  needed  to  explore  our  ocean 
resources . 

(ii)    Those  employed  in  research  of  mineral  and  oil  production  may  be 
necessary  as  well  as  scientists  to  develop  safe  methods  of  using 
nuclear  power. 

(iii)  Stress  in  our  complex  society  means  an  increasing  need  for  experts 
in  mental  health. 

(iv)  Increasing  population  creates  the  need  for  town  planners  and 
sociologists . 

(v)    Medical  advances  such  as  transplants,   immunization,   birth  control, 
and  curing  now  incurable  diseases  will  call  for  researchers  in  those 
areas . 

(vi)    Electronic  technologists  will  be  needed  to  help  in  communications 
and  medical  areas.     They  will  need  to  develop  computers  for  both 
industrial  and  home  use.     Computer  programmers  and  operators 
will  be  needed. 
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As  you  have  seen  from  the  above  points,  technological  advances  will  greatly 
increase  the  demand  for  professional-technical  occupations  especially  in  the 
areas  of  engineering  and  science.     Also  note  that  it  is  estimated  that  four 
technicians  are  required  to  one  engineer  in  industry. 


(b)  The  pressure  in  professional  groups  has  created  a  new  class  of  occupations 
called  PARA -PROFESSIONS,     Para-professionals  are  people  who  are 
trained  to  assist  the  professional  in  his  duties.     The  medical,  legal, 
scientific,   and  counselling  fields  now  use  such  workers  o     Examples  of 
these  occupations  are  research  assistant,   teacher's  aide,  library  aide, 
law  clerk,   and  paramedic.     Note  that  the  para-professional  works  along- 
side the  professional  doing  some  of  his  less  demanding  but  essential 
duties  thus  leaving  him  time  for  planning  and  research.     A  technician  in 
comparison  is  a  very  specifically  trained    person  who  can  take  one  activity 
of  the  professional  and  work  at  it  in  depth.     He  is  a  specialized  worker 
while  the  para-professional  is  a  generalized  worker. 

(c)  The  CLERICAL  WORKER  group  will  continue  to  grow.     However,  those 
workers  at  the  less  skilled  levels  will  be  affected  by  automation.  Book- 
keepers are  replaced  by  office  machines  and  a  smaller  number  of  machine 
operators.     The  lowest  level  of  clerks  will  be  eliminated  among  office 
personnel.     Their  routine  sorting,   filing,   and  recording  jobs  can  be  taken 
over  by  computer.     Stenographers  and  secretaries  will  still  be  needed  but 
their  duties  may  lean  more  towards  tending  machines  too. 

(d)  There  will  be  a  continued  demand  for  SERVICE  WORKERS.     Included  are 
employees  in  private  homes,   waiters  and  cooks,   guards,  policemen, 
firemen,  hairdressers,   travel  consultants,   entertainers,   and  day  care 
workers.     With  an  increase  in  population,   rising  incomes,   and  more 
leisure  time,   people  can  expect  to  spend  more  time  on  personal  care  and 
on  personal  pleasures  and  luxuries.     More  population  and  the  faster  pace 
of  society  also  create  more  stress,   competition,   and  hardships.  Crime 
increases  as  the  density  of  the  population  rises,   and  thus  brings  a  need 
for  more  law  enforcers. 


(e)    SKILLED  WORKERS  will  increase.     Automation  displaces  unskilled  and 
semi-skilled  workers. 
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We  have  illustrated  exactly  in  what  ways  technology  will  affect  the  work 
force  but  you  must  consider  that  at  any  given  moment  the  economic  or  social 
trends  can  change.     Conditions  which  could  determine  such  changes  are 
discussed  below. 


•  Location  of  an  industry.     Jobs  can  decline  when  managers  find  that  it  is 
more  economical  to  process  materials  where  they  are  produced  or 
where  the  labour  is  cheaper.     As  well,   a  depletion  of  natural 
resources  can  take  away  numerous  jobs:    for  example,   cutting  away 
all  timber  resources,   exhaustion  of  mineral  ores,   or  erosion  of 
farmland.     Deaths  of  prosperous  communities  can  affect  the  lives  of 
thousands  of  people  just  as  the  finding  of  a  new  resource  can  produce 
jobs  for  thousands;  just  look  at  the  discovery  of  the  tar  sands  being 
developed  by  Syncrude  in  Alberta  and  the  vast  changes  it  caused  in 
the  employment  outlook  of  the  province. 


•  Taste  and  style  affect  the  prosperity  of  industry  to  some  degree.  The 

less  prosperous  an  industry  becomes,  the  less  people  it  will  hire  or 
keep.     For  example,   corset  makers  were  unemployed  for  a  time. 


•  There  is  now  a  trend  toward  larger  organizations.     Most  workers  will  be 
working  for  someone  else.     Small  owners  may  find  it  hard  to  start  a 
business  and  many  private  owners  may  be  forced  out-of-business .  One 
hundred  years  ago  twenty  per  cent  of  the  people  worked  for  someone 
else.     Now  eighty  per  cent  are  employed  by  someone  else.  Because 
of  this  trend  it  will  be  very  important  that  we  learn  human  relations 
skills. 


•  Percentage  of  women  in  the  labour  force  has  risen  sharply.   In  Alberta, 
between  1971  and  1980  the  number  of  women  in  the  work  force 
increased  by  over  50%.     Before  the  1970s  a  woman  was  regarded 
as  a  housekeeper  and  mother.     V/omen  now  seek  the  economic 
independence  and  psychological  benefits  (feelings  of  usefulness 
and  self-fulfillment)  of  work  and  are  accepted  into  the  work  force. 
For  this  reason  more  females  are  preparing  themselves  for 
employment.     Economic  conditions  dictate  that  many  women  must  both 
run  a  home  and  hold  a  job. 


Acts  of  God  can  change  trends  in  certain  areas  as  well  —  earthquakes, 

floods,  droughts,  or  storms  can  upset  or  redirect  careers  (especially 
those  of  individual  persons). 
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Unions  can  also  create  barriers  by  raising  standards  of  competence, 
limiting  the  number  of  people  entering  that  area,  or  limiting  the 
number  of  workers  so  that  financial  rewards  will  be  greater. 

From  the  preceding  section,   you  have  learned  how  technology  is  expected 
to  affect  the  occupational  outlook.     A  further  look  at  occupational  trends  will 
be  taken  in  the  next  lesson.     In  presenting  this  information,  we  do  not  intend 
to  give  you  the  impression  that  your  lives  will  constantly  be  upset  by  tech- 
nological advances  e     We  only  hope  that  you  will  realize  that  changes  in  your 
lifetime  are  inevitable.     Preparing  for  them  will  provide  a  more  secure 
future.     Your  preparation  does  not  only  include  a  broad  training  and  higher 
learning,   but  also  education  in  how  to  spend  the  increased  leisure  hours 
available.     The  third  and  last  section  of  this  lesson  gives  you  some 
information  on  work  and  leisure. 
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AND  LEISURE 


In  the  mid-1800's,   people  probably 
worked  a  ninety-eight  hour  week 
spread  over  seven  days.     Their  leisure 
hours  were  short  and  their  activities 
confined  to  recreation  the  family  could 
participate  in  as  a  group. 


Presently  we  have  a  five  day  — 
forty  hour  week.     The  extended 
leisure  time  permits  us  to 
explore  personal  interests  as 
well  as  join  in  family  activities. 
Faster  transportation  has  allowed 
us  to  travel  out  of  our  immediate 
area  for  recreation  pursuits  (ski 
areas,  lake  cottages,  hiking  trails) 


It  is  probable  that  in  future  years, 
almost  one-half  of  our  day  will  be 
spent  in  leisure.     New  forms  of 
recreation  will  create  new  industries 
and  there  will  be  a  need  for  skilled 
people  in  the  recreation  field  and 
service  occupations. 
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C.     WORK  AND  LEISURE 


A  century  ago  the  question  of  what  to  do  with  leisure  time  never  presented 
itself.     During  the  mid-1800's,   people  worked  a  ninety-eight  hour  week.  In 
the  1920*s,   the  work  week  was  just  under  fifty  hours.     By  1969,   this  had 
decreased  to  forty  hours  per  week.     This  means  that  now  we  may  be  spending 
over  one-third  of  our  day  in  "free"  time.     These  extra  non-work  hours,  of 
course,   have  led  to  a  change  in  our  "style  of  living".     People  are  now 
spending  billions  of  dollars  yearly  on  hobbies.     This  does  not  mean  that  they 
are  living  richer  lives,   but  that  people  seek  elsewhere  the  personal  fulfillment 
that  used  to  come  from  work.     Because  machines  can  do  the  work,  less 
energy  is  spent  by  humans.     We  have  both  the  time  and  the  physical  energy 
to  look  beyond  work  for  something  that  will  give  us  a  sense  of  worth. 


What  factors  have  caused  this  increase  in  leisure  time?    In  the  previous 
section  we  outlined  the  effects  of  automation.     Therefore,   we  know  that 
machines  will  be  doing  all  of  the  routine,   repetitious,   monotonous  work.  There 
will  be  no  demand  for  the  worker  capable  of  only  routine  repetitious  tasks. 
Skilled  and  semi-skilled  workers  will  replace  those  who  are  unskilled.  These 
skilled  workers  will  be  operating  machines  which  will  do  the  work  of  many 
unskilled  workers.     In  addition,  farmers  and  farm  workers  will  continue  to 
decrease  in  numbers  due  to  use  of  modern  machinery,   scientific  methods,  and 
better  seeds  and  fertilizers.     The  farmers  who  continue  at  their  work  will 
need  to  be  knowledgeable  and  skilled  in  use  of  machinery,   chemicals,  and 
economic  trends. 


Even  in  our  homes,  machines  take  over  our  work  giving  us  more  leisure 
time.     In  1948,  thirty-two  per  cent  of  households  had  vacuum  cleaners.  By 
1969,   this  had  already  risen  to  eighty  per  cent  of  households.     Part  of  our 
leisure  therefore  may  be  considered  as  "bought  time".     That  is,   time  we  pay 
for  by  having  others  do  our  work  (for  example,   prepatring  our  meals  and 
doing  our  laundry),   or  by  purchasing  items  in  the  home  that  will  enable  our 
work  to  be  done  more  quickly  (electrical  appliances  such  as  vacuum  cleaners, 
automatic  washers  and  dryers,   or  dishwashers  are  a  few  examples). 

Technological  advances  are  probably  the  most  prominent  reasons  for  our 
increased  "free  time".     The  shorter  or  rearranged  work  week  is  also  a 
factor.     Total  hours  per  week  still  hover  around  forty  hours  as  they  did  in 
1969,   but  many  employees  are  working  four  ten- hour  days.     This  means  that 
each  person  has  three  full  days  off  per  week.     Such  arrangements  give  us 
more  leisure  hours.     Another  form  of  rearrangement  may  be  increased  use 
of  a  split  work  day.     This  is  simply 
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when  a  two  person  team  shares  a  job.     Each  person  works  exactly  one-half 
the  time.     The  team  members  themselves  usually  decide  who  works  at  specific 
times.    A  third  arrangement  called  "flextime"  is  also  becoming  increasingly 
popular.     This  is  when  employees  may  work  their  own  choice  of  hours  per  day 
within  set  limits.    A  certain  number  of  hours  per  month  must  be  worked  and 
any  extra  hours  may  be  saved  for  a  flexday  (a  day  off  during  the  regular  work 
week). 


You  now  have  some  idea  of  why  we  have  more  leisure  time .    What  is  the 
reason  for  people  seeking  activity  to  fill  these  free  hours?     This  is  not  easily 
explained  because  it  has  to  do  with  "inner  needs".     Humans  require  a  sense  of 
worth  or  feeling  of  satisfaction  from  their  work  activities.     Increased  mechanic 
zation  has  decreased  these  feelings.     Take  Joe,  for  example,  who  works  in  a 
modern  industrial  plant. 

In  the  ylant  where  Joe  works j  production  has  been  speeded 
up  so  that  each  person  does  only  one  job.     This  reduces 
the  backbreaking  physical  labour  but  also  decreases 
personal  satisfaction.    Each  person  produces  more  work 
but  has  lost  the  satisfaction  of  seeing  and  handling  an 
object  from  raw  material  to  finished  item.    Joe  can  no 
longer  identify  with  his  work.    So  outside  of  work,  Joe 
seeks  personal  fulfillment.    He  takes  up  pottery  as  a 
hobby.    He  starts  with  the  raw  material  -  clay  -  forms 
shapes  from  it,  fires  them,  and  glazes  them.  Through 
his  hobby,  Joe  participates  in  the  total  production  of 
an  item  much  as  craftsmen  in  the  1800' s  did,  and  gains 
satisfaction  from  this  process.    His  hobby  provides  him 
with  the  sense  of  worth  that  work  provided  years  ago. 

Hopefully  this  example  has  illustrated  how  satisfaction  with  one's  hobby  can 
replace  the  loss  one  feels  through  his  decreased  importance  at  work. 


Not  everyone  fills  his  or  her  leisure  time  with  restful  and  pleasureable 
activities.     Although  craft  shops,  recreational  clubs,  and  leisure  vehicles  are 
increasing  in  number,  there  are  people  who  do  not  turn  to  these.  Instead, 
they  take  second  jobs  (called  "moonlighting")  to  fill  excess  free  time  and  to 
raise  their  standard  of  living.     (Surprisingly,  researchers  in  the  United  States 
have  found  that  the  recent  trend  in  that  country  is  towards  moonlighting  rather 
than  increased  recreation.) 

It  can  be  easily  seen  how  the  factors  given  above  will  influence  you  in  the 
future.     But  you  should  realize  that  this  information  also  affects  your  life 
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right  now.     We  must  learn  to  plan  our  recreation  so  that  it  becomes  a 
satisfying,   interesting  activity  period  for  us.     Habits  and  interests  built  now 
will  increase  our  health  and  enjoyment  of  life  in  later  years.     How  many 
times  have  you  gone  to  bed  thinking  .   .   ,   "Did  I  ever  waste  my  time  tonight! 
None  of  those  television  shows  I  watched  were  good,   but  I  just  sat  there 
because  there  was  nothing  else  to  do"  .   .   .  ?    Did  you  know  that  television 
has  been  ranked  as  our  "greatest  indoor  sport"?    In  1953,   only  ten  per  cent 
of  homes  had  a  television  set.     By  1969,   ninety-five  per  cent  had  sets  and 
twenty  per  cent  of  those  homes  contained  two  sets.     Canadians  do  spend  one- 
quarter  to  one  "half  of  their  free  time  watching  television  shows.     This  is  not 
all  bad  because  it  does  help  to  relieve  our  tensions  and  does  provide  us  with 
new  experiences  although  they  are  not  direct  experiences.     But  if  we  sit  in 
front  of  the  television  without  really  enjoying  it,   that  is  an  indication  that  we 
should  be  seeking  more  satisfying  experiences  and  that  our  recreation  time 
should  be  better  planned. 


There  are  three  standards  recreation  must  meet 
to  be  considered  "good": 


•  It  should  relieve  tension  thereby  helping 
us  to  face  our  work  refreshed. 

•  It  must  satisfy  our  needs  for  new 
experiences  thus  taking  us  away  from 
our  customary  activity. 

•  It  must  provide  a  sense  of  accomplishment. 
Recreation  is  more  than  rest.     A  tired 
body  can  relax  while  painting,   playing  a 
musical  instrument,   or  reading  a  worth- 
while book.     A  sense  of  accomplishment 
comes  when  the  activity  challenges  skills 
or  stimulates  creativity. 


Hobbies  may  be  classified  roughly  in  three  main  divisions  —  recreational 
activities,   creative  activities,   and  social  or  community  activities.     The  chart 
at  the  top  of  the  next  page  lists  some  examples  in  each  group. 
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Recreational  Activities 


Creative  Activities 


Social  or  Community 
Activities 


All  types  of  organized 
sports  (such  as  hockey, 
football,   and  baseball). 
Also  hunting,  fishing, 
hiking,  camping, 
cycling,  surfing,  roller- 
skating,  badminton, 
ping-pong,   tennis,  and 
horseback  riding. 


Playing  a  musical 
instrument,  dancing, 
singing,  painting, 
etching,  jewellery- 
making,  stone 
polishing,  woodworking, 
rebuilding  cars,  writing, 
acting,   pottery,  cera- 
mics,  collections  (such 
as  stamps,  coins, 
dolls),   and  orchestra 
and  glee  clubs. 


Leading  in  Youth 
Camps,   Scouts,  or 
Guides.  Becoming  a 
camp  counsellor, 
Red  Cross  worker, 
church  worker,  or 
a  volunteer  in  a 
hospital  or  old-age 
home.  Working 
for  the  community 
league  or  on 
community  projects. 


Each  person  should  get  some  experience  in  each  field  in  order  to  broaden  his 
or  her  interests  and  outlook  on  life.     The  more  varied  the  activities  are  that 
you  explore,    the  more  you  increase  your  understanding  of  others  and  their 
interests.     And,   remember,  the  easiest  way  to  make  friends  is  to  work  on 
things  together  in  which  you  both  have  an  interest.     Clubs  and  community 
leagues  sponsor  a  variety  of  activities.     By  joining  them,   you  will  enrich  your 
own  life,   be  a  more  valuable  employee,   and  have  something  with  which  to 
face  the  leisure  hours  of  the  future. 


Even  if  you  should  have  no  clubs  in  your  area,   such  activities  are  always 
available  in  schools.     Most  high  schools  and  post  secondary  institutions  offer 
opportunities  to  explore  varied  leisure  time  pursuits  through  clubs,  intramural 
sports,   elective  subjects  (art,  music,   drama,   home  economics,  industrial 
arts)  and  through  the  regular  physical  education  program.     Take  advantage  of 
these  opportunities  as  they  may  provide  you  with  valuable  experiences  and 
contacts  whose  names  you  may  use  as  references  when  seeking  jobs  in  the 


CASE  STUDY  I:    Mary  Jacobs  had  been  working  on  the  assembly 
line  in  a  local  cereal  factory  since  her  graduation  three  years 
ago.     The  job  paid  well  but  was  boring.     She  was  exhausted  at 
the  end  of  the  day  yet  did  not  feel  satisfied.     She  felt  that  she 
had  not  accomplished  anything.     Through  a  friend  Mary  learned 
of  a  ceramics  class  offered  by  her  local  community  league.  She 
enrolled  in  this  class,   and  the  next  year  took  two  more  evening 
classes  from  a  private  ceramics  business.     One  of  these  com- 
panies had  a  job  opening.  Mary  applied  for  and  was  accepted 


future. 


Occupations  10 


„  24  - 


Lesson  2 


for  the  job.     She  is  now  selling  ceramics  supplies,  molding 
ceramic  objects,   and  helping  with  the  classes «     Her  job  is  still 
exhausting  but  far  more  enjoyable  now  that  she  is  doing  some- 
thing in  which  she  has  an  interest. 

CASE  STUDY  II:    Ann  Stewart  had  always  been  interested  in 
reading.     When  a  Library  Club  was  formed  in  her  school,  she 
joined.     Through  the  club,  Ann  learned  about  and  worked  at 
various  library  activities.     The  next  fall  she  applied  for  a  job 
in  the  neighbourhood  library,  using  the  name  of  Mrs.  Carter, 
the  School  Librarian,   as  a  reference.     (Mrs.  Carter  was  happy 
to  tell  the  interviewer  that  Ann  had  been  an  excellent  worker.) 
Ann  got  the  job  and  kept  it  for  several  summers  as  well  as 
working  on  a  part-time  basis  during  the  school  term. 

These  case  studies  should  help  you  to  see  that  hobbies  are  more  than 
"time  fillers".     Any  volunteer  work  or  hobbies  give  you  a  chance  to  be  with 
people  whose  interests  are  similar,   and  also  provide  you  with  new  experi- 
ences.    They  may  also,   as  shown  above,   provide  you  with  the  basis  for  full- 
time  or  part-time  work. 

Leisure  pursuits  not  only  make  your  present  time  more  fruitful  and  your 
future  skills  more  versatile,   but  also  can  increase  your  pleasure  during 
retirement.     To  some  people,   retirement  is  a  shock  because  they  have  made 
no  plans.     Suddenly  they  have  nothing  to  do.     No  one  seems  to  need  them  or 
depend  on  them.     People,   who  in  youth  and  middle-age  have  been  active  in 
hobbies  and  interests  outside  of  their  jobs,   carry  these  interests  into  old  age. 
They  have  learned  to  relate  to  other  people  and  to  do  useful  constructive 
activities    in  their  spare  time.     Of  course,   it  is  rather  early  to  start  thinking 
of  retirement,   but  do  not  forget  that  the  plans  you  make  now  can  determine 
your  future  well-being. 

Again,   the  stress  is  on  a  broad  general  training.     General  training  means 
many  experiences  in  a  variety  of  areas.     It  ensures  adaptability  and  is  impor° 
tant  in  preparing  one  for  managerial,   instructoral,   and  public  relations  posi- 
tions.    Society  will  continue  to  increase  in  its  complexity  creating  the  need 
for  a  person  to  be  versatile,    adaptable,    and  aggressive.     We  must  be 
adaptable  to  change  or  technical  progress  will  exceed  human  progress  .    .  . 
thus  making  machines  the  masters.  A  well-rounded  education  will  be  even 
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more  important.     The  growth  of  technology  will  create  new  jobs  and  even 
growth  of  our  leisure  activities  will  create  a  new  generation  of  jobs. 

In  the  next  lesson,   a  more  detailed  discussion  on  future  outlook  in  occu- 
pations will  be  presented.     Before  going  on  to  that  lesson,  look  below  at  one 
example  of  how  the  growth  of  one  leisure  activity  can  affect  several  industries 
and  create  jobs  unheard  of  before. 

It  is  estimated  that  ninety  per  cent  of  the  Canadian  ski  facilities 
now  in  operation  did  not  exist  in  1960.     The  opening  of  this  sport 
has  caused  needs  that  did  not  exist  previously.     Firstly,   the  skier 
needs  specialized  equipment  —  skis,    skiboots,   and  ski  clothing. 
Secondly,   he  probably  lives  in  an  urban  area  some  distance  from 
the  ski  slopes  so  he  must  depend  on  lodge  operators  for  his 
accommodations,  meals  and  other  services.     He  must  also  find 
his  way  to  the  slopes.     "Weekend  Ski  Packages"  offered  by  rail- 
ways and  airlines  are  becoming  increasingly  popular.     As  well, 
once  at  his  location,   he  must  have  transportation  within  the  ski 
area.     Lifts  which  take  him  to  the  top  of  the  slopes  are  necessary 
and  artificial  snow-making  machines  may  be  needed.     The  one 
sport  of  skiing  has  opened  thousands  of  opportuniticES  which  did  not 
exist  before  —  not  only  for  service  industries,   but  also  for  trans- 
portation, manufacturing,   and  trade. 


SUMMARY 

In  these  sections  of  Lesson  2,  you  have  seen  how  new  trends  are  changing 
the  occupational  scene.     The  professional-technical  positions  are  creating  needs 
for  better  educated  people.     As  well,   automation  and  the  need  for  aides  to  the 
professional -technical  occupations  creates  needs  for  "para-professionals"  and 
skilled  workers.     New  trends  also  create  new  industries  and  the  need  for 
occupations  never  heard  of  before.     This  is  especially  true  in  the  "recreation 
industry"  where  new  jobs  are  being  created  and  old  industries  are  given  a 
boost.     Thus,   how  we  spend  our  leisure  hours  is  more  important.  Recre- 
ational activities  can  provide  new  experiences  and  new  friends  for  us.  Such 
activities  increase  our  knowledge  and  our  self-satisfaction.     And,  remember, 
such  knowledge  may  be  useful  to  us  in  the  future  —  both  in  the  working  world 
and  in  our  retirement  years. 


You  have  often  heard  that  automation  replaces  many  people  but  do  note 
that  it  also  creates  the  need  for  many  skilled  workers. 


Occupations  10 


-  26  - 


Lesson  2 


Exercise  1:  Alberta  Industrialization 

(1)      Why  is  it  presently  difficult  to  predict  with  any  accuracy  what  industries 
would  be  likely  to  supply  steady  stable  work  in  Alberta  ten  or  fifteen 
years  from  now?  Give  at  least  three  reasons. 


(2)      Define  the  term  "moonlighting". 


Why  do  you  think  so  many  North  Americans  are  turning  to  moonlighting 
rather  than  increasing  their  participation  in  leisure  activities? 
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EXERCISE  2:       Short  Answer 


(1)     Which  industrial  group  in  Alberta  experienced  the  greatest  growth  in 
number  of  persons  employed  from  1975  to  1980? 


(2)     What  are  two  reasons  that  the  number  of  farm  workers  has  declined 
rapidly  in  the  last  thirty  or  so  years? 

(a) 


(b) 


(3)     Robots  used  in  manufacturing  plants  may  cost  as  much  as  $100  000.00 
each.   In  spite  of  the  initial  high  costs,   such  plants  are  increasing 
robot  workers  at  a  great  rate.  Give  several  reasons  why  robots  are 
a  more  efficient  form  of  labour. 
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(4  )      From  the  list  of  items  below  fill  in  the  following  blanks  witn  the  best 
answer . 


adaptable 
automatic  actions 
changes 
complexity 
computer 

decision-making  tasks 

engineering 

fewer 

filing 

humans 

Improves  on 

machines 

more 


para-professionals 
professional 
science 
semi-skilled 

sensing  and  motor  tasks 

service 

skilled 

technical 

the  assembly  line 

the  same  number  of 

trades 

trends 

unskilled 


(a)      Automation  uses  two  classes  of  automatic  devices.  One  type  of 
automation  uses  devices  which  automatically  perform  


(b)  A  second  type  performs  and  is  often 

referred  to  as  a    . 

(c)  The  second  type  is  useful  not  only  because  it  replaces  humans  in 

routine,   tedious  positions,   but  because  it  also  

  human  capacities  for  some  functions. 

(d)  A  broad  education  will  be  necessary  due  to  the  

brought  on  by  automation. 
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(e)  A  higher  basic  education  will  also  be  necessary  due  to  the 
 rriacnines,   and  the  fact  tnat 

unskilled  jobs  will  be  available. 

(f)  Workers  must  be   ttiat  they 

can  respond  to  change  when  it  takes  place « 

(g)  The  pressure  in  professional  groups  has  led  a  new  class  called 
  who  can  worR  alongside  the  professional. 

(h)  In  business  offices  clerks  and  secretaries  will  likely  be  occupied 
with   leather  than  pencil  and  paper  work. 

(i)  Automation  is  expected  to  affect  the 

occupations  very  little  and  may  even  cause  an  increase. 

(j)     Technology  plays  a  great  part  in  creating  occupational  changes, 

but  we  must  remember  that  at  any  given  time,   social  and  economic 

 may  change  and  thus  create  occupational 

changes. 
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Exercise  4 ;  Recreation 

(1)     State  three  standards  that  "good"  recreation  must  meet. 


(2)      (a)     What  do  you  do  for  recreation?  Write  a  truthful  paragraph 
outlining  your  present  activities. 


(b)  In  a  second  paragraph  tell  whether  the  forms  of  recreation 
you  use  are  good  according  to  the  standards  stated  in  this 
lesson.  Explain. 


Occupations  10 


-  31  - 


Lesson  2 


(3)    (a)    Would  you  be  happy  with  a  four-day    work  week?  State  why  or 
why  not. 
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(b)      (i)     Do  you  find  that  time  passes  slowly  and  boringly  when 
you  have  no  work  to  do?  Why? 


(ii)   If  you  do  find  it  boring,  what  could  be  the  solution 
to  your  problem? 


(c)     What  will  you  do  with  the  last  20  or  30  years  of  your  life 
if  you  retire  at  55? 


END  OF  LESSON  2 
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OCCUPATIONS  AHEAD  (PART  II) 


AN  OVERVIEW  OF  OCCUPATIONS 

This  lesson  presents  an  overview  of  the  world  of  work.     There  are  over 
22  000  different  occupations  available  today  so  you  can  see  that  it  would  be 
impossible  to  list  all  of  the  occupations  that  exist.     For  this  reason,  we 
usually  classify  occupations  with  similar  features  into  groups.     In  the  following 
section,  we  have  used  fifteen  different  classifications  which  are  based  on  the 
field  the  work  is  in. 


Let  us  stress  again  that  all  jobs  are  not  listed.     As  each  new  invention  is 
created  and  each  new  need  discovered,   new  occupations  are  formed.  Even 
ten  years  ago  we  did  not  have  occupational  titles  like  Animal  Health 
Technologist,   Law  Clerk,   Teachers'  Aid,  Agricultural  Business  Technologist, 
Community  Resource  Worker,  or  Mixologist.     New  needs  of  society  have 
created  new  job  titles.     In  the  past,   there  may  have  been  people  who  did  this 
work  but  they  had  many  other  duties  as  well,   or  were  called  by  different 
names.     Keep  in  mind  as  you  read  the  "Classification  of  Occupations"  section 
that  these  are  only  the  more  common  occupations  and  many  others  do  exist 
within  these  fields.  This  section  provides  you  with  brief  descriptions  of 
occupations  classified  by  field  of  work.  They  are  divided  In  this  manner: 


ADMINISTRATION  AND  MANAGEMENT  4 

ENGINEERING,   MATHEMATICS,   AND  SCIENCES  5 

SOCLAlL  SCIENCES  16 

MEDICINE  AND  HEALTH  20 

FINE  ARTS  AND  PERFORMING  ARTS  29 

RECREATION  AND  SPORTS  33 

BUSINESS,   OFFICE  AND  CLERICAL  40 
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SALES  47 

SERVICE  48 

FARMING  55 

PROCESSING  55 

MACHINING  56 

PRODUCT  FABRICATING,   ASSEMBLY  AND  REPAIR  57 

CONSTRUCTION  59 

TRANSPORTATION  63 


(gQn[p©fiS(n)m 
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CLASSIFICATIONS  OF  OCCUPATIONS 


In  each  class,  a  description  of  the  main  occupations,  the  demand  for 
them,  and,  where  possible  the  remuneration  is  stated.  Keep  in  mind  that  the 
salaries  given  are  based  on  early  1980' s  statistics.  Every  effort  is  being  made 
to  keep  these  up-to-date.   But,  just  as  the  cost  of  living  goes  up  through  the 
years,   so  do  the  salaries  increase.  Though  some  figures  may  appear  out-of-date, 
they  will  give  you  an  idea  of  the  salary  range  within  each  occupational  field 
and  thus  give  you  a  basis  for  comparison. 


DO  NOT  READ  THIS  SECTION  WORD  FOR  WORD. 


IT  IS  NOT  OUR  INTENTION  TO  HAVE  YOU  READ  THIS  ENTIRE  SECTION 
(PAGES  3  TO"^).  READ  OVER  THOROUGHLY  ONLY  THE  CLASSES  IN  WHICH  YOU 
HOLD  AN  INTEREST.  SKIMMING  OVER  THE  REST  MAY  GIVE  YOU  SOME  INSIGHT  INTO 
OTHER  OCCUPATIONAL  GROUPS.  PERHAPS  YOU  WILL  FIND  SOME  OCCUPATIONS  YOU 
HAVE  NOT  HEARD  ABOUT  BEFORE! 

YOU  MAY  NEED  TO  REREAD  CERTAIN  SECTIONS  IN  ORDER  TO  COMPLETE 
EXERCISES  WHICH  REFER  TO  THESE  SECTIONS. 
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ADMINISTRATION  AND  MANAGEMENT 

A  Bachelor  of  Arts,   a  Bachelor  of  Commerce,   or  a  degree  in  Engineering 
and  Business  will  qualify  an  employee  for  a  managerial  position.     The  Arts 
graduate  is  sought  for  executive  positions  precisely  because  he  or  she  is  not 
a  specialist.     Companies  hire  men  or  women  who  can  deal  with  people, 
because  they  have  discovered  that  technical  knowledge  does  not  necessarily 
prepare  one  to  fill  all  executive  positions.     Managerial  positions  are  available 
in  such  fields  as  advertising,   banking,   personnel  work,   insurance,   real  estate, 
finance,   and  sales. 

People  who  are  not  university  educated  are  also  suitable  for  such  positions 
but  usually  in  smaller  companies.     Technical  school  graduates  and  even  high 
school  graduates  can  start  with  a  low  position  in  a  company,   and,   if  they  show 
sufficient  knowledge  and  leadership,   will  be  slowly  promoted  to  a  management 
level . 


Of  course,   if  you  wish  to  start  your  own  business,   your  education  level 
will  not  be  significant.     Gaining  management  through  this  method  requires  a 
huge  investment,   and  thorough  knowledge  in  public  relations  and  a  service  or 
product  that  you  know  people  will  need. 


Working  conditions  for  managers  vary  as  the  companies  vary  and  so  do 
starting  salaries.     In  general,  managers  work  longer  hours  than  their 
employees  ~  often  doing  extra  work  at  home.  They  have  greater  responsibilities 
and  must  have  greater  human  relations  skills.     Level  of  stress  in  their  jobs 
is  high  but  they  must  remain  calm  and  unmoody  throughout  the  day. 


Two  business  occupations  are: 
Accountant 

An  accountant  maintains  accounts  and  records  or  supervises  others  in 
bookkeeping  activities  such  as  recording  profits,   expenses,   or  tax  payments 
and  taking  inventory.     He  may  specialize  in  any  number  of  fields  ranging  from 
calculating  tax  payments  for  individuals  to  estimating  costs  for  huge  companies. 
A  registered  industrial  accountant  and  a  certified  general  accountant  both 
start  at  $25  000  annually  while  a  chartered  accountant  starts  at  $25  000  to 
$30  000  (1981). 

i 
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Public  Relations  Person 

This  person  prepares  advertising  compaigns  for  firms  or  individuals 
(politics)   in  hopes  of  increasing  a  product's  or  an  individual's  popularity.  Hi 
or  her  job  is  a  combination  of  publicity  work,   market  research,  advertising, 
and  broadcasting.  There  is  a  broad  range  of  salaries  depending  on  the  place 
of  employment. 


Engineering 

Engineers  function  in  many  activities  dependent  on  their  training, 
experience,   and  upon  the  company  in  which  they  work.      They  can  delve  into 
research,   design,  production,  consulting,   management,   teaching,  technical 
writing,  or  sales.     There  is  a  continuing  demand  for  all  types  of  engineers 
but  current  trends  will  make  some  more  important  than  others.     The  following 
will  serve  as  examples  of  the  various  fields: 


There  are  such  branches  as  Petroleum  Engineering  and  Aeronautical 
Engineering . 


In  1983,   an  engineer  in  some  specializations  could  expect  to  start 
around  $22  000  per  year. 


Immediately  under  the  professional  engineer  is  the  engineering  technol- 
ogist.    This  person  may  carry  out  experiments  for  the  engineer  or  aid  in 
research.     The  position  of  the  technician  in  the  work  force  is  very  important. 
It's  been  said  that  for  every  engineer,   four  technologists  will  be  required. 
Let's  look  more  closely  at  some  technicians  involved  in  the  engineering  field. 


ENGINEERING,  MATHEMATICS  AND  SCIENCES 


Computer  Engineer 
Chemical  Engineer 
Civil  Engineer 
Electrical  Engineer 
Mechanical  Engineer 
Mineral,  Mining,   Petroleum,  and 


Courses  available 
in  Alberta 


Agricultural  Engineering 
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Aeronautical  Engineering  Technologist 

The  emphasis  on  space  programs  since  1957  has  greatly  changed  the 
design  of  convential  aircraft.     From  the  original  laying  down  of  specifica- 
tions for  a  new  aircraft  until  its  acceptance  by  the  purchaser,   there  elapses 
at  least  six  years  of  work.     The  aeronautical  technologist  works  closely  in 
a  team  with  scientists  and  engineers  as  their  job  functions  overlap.  He 
actually  applies  the  techniques  to  designs  thought  out  by  the  engineering 
experts.     He  is  the  one  who  makes  the  ideas  into  reality. 


Civil  Engineering  Technologist 

The  technician  in  the  field  of  civil  engineering  is  offered  a  variety  of 
attractive  employment  opportunities.     This  field  embraces  the  construction  of 
highways,   railroads,   bridges,   viaducts,   dams,   harbor  facilities,  irrigation 
and  reclamation  projects,  water  power  developments,   city  planning  and 
similar  projects,   many  of  them  in  great  size. 

The  civil  engineering  technician  may  be  employed  as  a  surveyor,  drafts- 
man,  estimator,   water  or  sewage  plant  operator,   town  works  foreman, 
construction  foreman,   superintendent  or  inspector,   or  as  an  engineering  aide 
to  the  contractor  or  civil  engineer.     The  work  may  involve  either  tne 
planning  or  the  supervision  of  construction  work,  or  both. 


Electronic  Engineering  Technologist 

This  technician  is  qualified  to  work  in  the  design,   research,  production, 
maintenance  or  installation  phases  of  the  radio  and  electronic  industry. 
Graduates  of  a  two  year  course  in  Electronic  Technology  have  been  success- 
fully employed  in  research  and  engineering  departments  of  government 
agencies  and  private  industry,  with  utility  companies,   in  radio  and 
television  broadcasting,   in  the  oil  industry,   and  in  radio  and  television 
receiver  maintenance. 

Starting  remuneration  in  this  field  varies  widely  depending  on  the 
level  of  responsibility  and  the  need  for  additional  training  to  meet  the 
specific  needs  of  an  employer. 

An  electronic  engineering  technician  with  two  years  experience 
averages  $20  000  (1984). 


Engineering  Draftsman 

A  technical  school  graduate  in  Engineering  Drafting  has  a  professional 
level  of  skill  and  knowledge.     Practical  and  theoretical  aspects  of  mechanics 
and  design,   structural  drafting,   topographical  and  geological  drawing  are 
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the  subjects  of  study  and  of  many  practical  problems.  Therefore,  this  work 
relates  to  drawing  of  mechanical  desgins  rather  than  architechtural  designs. 

Graduates  of  the  Engineering  Graphics  Technology  Course  find  employment 
in  oil  company  land  and  development  offices;   with  consulting  engineers,  in 
drawing  offices;   and  in  machine  shops. 


Gas  Technologist 

The  gas  industry  in  Alberta  and  Western  Canada  is  now  in  an  uncertain 
phase.     In  the  past,  licenses  for  gas  export  have  resulted  in  many  hundreds 
of  wells  being  opened  up,  gas  plants  being  built,   and  thousands  of  miles 
of  new  pipeline  construction.     To  the  gas  technician  this  meant  many  new 
opportunties  in  gas  production  and  plant  operation,   laboratory  analysis  and 
gas  transmission  work.     Employment  opportunities  are  now  uncertain. 

Automatic  control  and  recording  equipment  is  one  of  the  most  rapidly 
increasing  areas  of  development  in  the  gas  industry,   and  one  of  the  most 
fascinating  to  those  interested  in  mechanical,  pneumatic,   hydraulic  and 
electronic  apparatus.     Technicians  who  aspire  to  management  or  other 
positions  of  increased  responsibility  will  find  a  good  command  of  written 
and  spoken  English  invaluable. 
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Electrical  Engineering  Technologist 

Electrical  Technology  is  concerned  with  the  use  of  electricity  as  an 
abundant,   flexible,   inexpensive  form  of  energy  made  available  and  controlled 
to  serve  the  needs  of  industry.     Graduates  of  the  two  year  technology  course 
may  find  employment  with  electrical  manufacturers,   in  production  control, 
design,  testing  laboratories,  market  planning,  estimating,  installation  and 
technical  sales.     Electrical  power  generation,  distribution  and  metering, 
industrial  electronics  and  controls,  telemetering.  X-ray,  elevators,  business 
machines  and  many  other  are  phases  of  industrial  electricity  in  which 
graduates  are  employed. 

The  demand  for  trained  technicians  exceeds  the  supply  and  with  Alberta's 
expanding  industrialization,   the  future  of  electrical  technology  appears  bright. 
Starting  salaries  for  1985  NAIT  graduates  were  around  $1  670  per  month. 


Instrumentation  Technician 

The  science  of  automation  is  rapidly  altering  the  face  of  industry. 
Instruments  and  control  systems  are  taking  over  the  functions  of  decision- 
making and  thinking,   and  are  already  performing  many  tasks  better  and  at  a 
lower  cost  than  humans  are  able  to  do. 


The  instrument  technician   is  of  key  importance  in  this  new  development. 
His  or  her  job  is  to  install,   put  into  operation,   and  maintain  the  required 
control  systems. 


A  good  technician  can  expect  to  attain  a  great  deal  of  personal  satisfac- 
tion from  this  work.     Salaries  started  at   around  $2  020  per  month  (1985). 


Materials  Technologist 

The  proper  selection,   application,   inspection  and  use  of  the  many 
materials  available  today  for  any  one  purpose  is  a  fascinating  business  and 
it  is  in  this  field  that  the  materials  technician  works.     Non-destructive  testing 
involving  the  use  of  X-ray,  gamma-ray   (isotope),   magnetic  particle,  and 
ultrasonic  equipment  is  the  most  interesting  part  of  this  technology.  Many 
technicians  are  and  will  be  employed  in  this  field.     For  example,   almost  every 
weld  on  every  pipeline  in  Alberta  has  been  tested  for  soundness  by  these 
methods.     Monthly  starting  salaries  are  around  $1  5^0  (1985). 
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Mechanical  Engineering  Technologist 

The  mechanical  technologist  has  an  extensive  knowledge  of  mechanisms  as 
used  in  present  day  mechanical  equipment.     Graduates  are  suitably  trained  to 
secure  employment  in  positions  such  as  engineering  assistants,   design  and 
development  technicians,  technical  and  service  representatives,   and  in  many 
other  mechanical  fields.     There  is  a  nation-wide  demand  for  people  with 
training  in  this  diverse  and  interesting  vocation.     Starting  salaries  are 
around  $2  000  per  month  (19«5)  • 

Mathematics  and  Sciences 

Work  of  mathematicians  and  scientists  is  varied.     Such  people  may  be 
employed  in  research  or  teaching.     It  is  logical  to  say  that  in  this  highly 
scientific  and  industrial  society,  there  is  a  strong  demand  for  such  workers 
and  that  they  are  highly  paid. 

Mathematician 

Careers  in  mathematics  can  be  divided  into  three  major  areas:    pure  or 
theoretical,   applied,   and  mathematical  computation. 

Theoretical  mathematicians  are  concerned  with  the  logical  development  of 
mathematical  systems  and  the  study  of  relations  among  various  mathematical 
forms.     Much  of  the  pure  research  is  done  at  universities  in  connection  with 
teaching.     Pure  or  creative  mathematicians  are  employed  by  government 
agencies,   and  private  industrial  firms  such  as  manufacturers  of  electronic 
computers. 

Applied  mathematicians  find  practical  solutions  to  problems  in  physical  and 
social  sciences,   engineering,   business,   government,   and  industry.     The  main 
industrial  employers  are  the  aircraft,   electrical  equipment,   primary  metals, 
chemical,   and  petroleum  industries.     A  demand  exists  in  the  insurance  field 
for  mathematicians  as  actuaries. 


Mathematical  computational  work  consists  of  using  known  formulas  to 
obtain  answers  to  specific  problems.  The  mathematician  is  aided  by  electronics; 
data  processing  machines  compute,   select,   and  correlate  data.     An  increasing 
number  of  people  are  employed  to  set  up  the  sequence  of  programs  for  the 
machines . 
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To  become  a  mathematician,   a  degree  from  a  university  is  required. 
There  are  employment  opportunities  in  all  fields. 


Computer  Programmer 

The  programmer  prepares  instructions  for  an  electronic  computer.     He  or 
she  reduces  the  problem  to  computer  form  by  applying  his  or  her  knowledge  of 
numbers  and  expressing  it  in  computer  language,   and  may  also  test  procedures 
for  errors  to  ensure  that  intended  tasks  are  correctly  performed. 


Sometimes  this  occupation  is  called  "applied  mathematician."     Because  of 
the    increase  in  use  of  computers,   there  is  a  good  future  for  programmers. 
Starting  salaries  for  university  graduates  of  Computer  Science  are  around 
$2^  000  yearly.     For  college  and  technical  graduates  it  is  $20  000  to 
$22  000.  Senior  programmers  can  earn  more  than  $37  000  yearly  (1985). 

Please  note  that  Computer  Technician  is  a  different  occupation. 

The  primary  function  of  the  technician  is  to  keep  the  computer  in  full 
operation.     The  work  is  divided  into  two  major  parts:      (1)   regular  preventive 
maintenance,   and  (2)   "trouble  shooting"  -  diagnosis,   repair  or  replacement  of 
defective  elements  when  the  computer  "hangs  up"  during  production.      In  the 
large  installation  operated  on  shifts,   a  crew  of  computer  technicians  work 
under  the  supervision  of  an  electronic  engineer  (a  specialist  in  computers). 
In  the  smaller  installations  a  computer  technician,  who  may  be  responsible  for 
several  computers  at  different  locations,   will  carry  out  the  regular  checks  and 
be  on  call  in  case  of  trouble. 


Systems  Analyst 

Systems  analysts  design  computer  programs.     They  are  usually  hired  to 
study  outdated  methods  within  a  company.     It  is  the  analyst's  responsibility 
to  recommend  a  more  efficient  method.     An  analyst  would  design  a  system  for 
computer  processing  then  prepare  a  cost  -  benefit  study.     All  information  must 
be  presented  to  the  company  for  approval.     Once  approved,   the  analyst  passes 
this  information  to  a  programmer  who  writes  out  the  specific  program. 
(Computer  programmers  and  operators  work  under  an  analyst.)  Salaries 
run  from  about  $22  000  for  a  community  college  graduate  with  two  years 
experience  to  about  $27  500  for  a  university  graduate  with  two  years 
experience  (1984). 
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Chemist 

A  wide  variety  of  opportunities  are  open  to  university  graduates  in 
chemistry.  They  are  employed  in  research  work;   improvement  of  present 
knowledge;   development  of  new  processes  and  products;   testing  foods,  paper, 
water,  gasoline,   rubber,  chemicals,  and  other  products;   supervising  other 
workers  in  laboratories  and  industrial  plants;   preparing  technical  reports; 
buying  and  selling  raw  materials  and  technical  products;   and  in  teaching  at 
secondary  schools  and  universities  o 


Chemists  are  frequently  employed  as  library  research  workers  in 
industry,   and  laboratory  workers  in  food,   pharmaceutical  and  biochemical 
fields. 


Industrial  Laboratory  Technologist 

Tremendous  strides  have  been  made  in  developing  the  petroleum  and 
natural  gas  reserves  of  Alberta.  As  a  direct  result  of  this  industrial 
expansion,  the  petrochemicals  industry  is  growing  rapidly.  Several  large 
chemical  plants  are  now  in  the  process  of  construction  or  are  already  in 
production.   It  is  natural,  therefore,   that  a  keen  demand  has  arisen  for 
industrial  laboratory  technicians. 


Many  openings  are  available  at  attractive  rates  of  pay.  Graduates  of 
technical  institutes  have  been  placed  with  Canadian  chemical  companies,  paint 
manufacturers,   mining  and  smelting  industries,  petroleum  refineries  and  many 
other  similar  concerns. 


The  oil  industry  as  a  source  of  power  and  raw  material  has  been 
responsible  for  the  growth  of  the  chemical  industry  in  Alberta.  There  are 
various  fields  of  chemistry  and  not  all  jobs  are  of  a  professional  nature.  Jobs 
are  available  in  the  manufacture  of  plastics,  varnishes  and  paints,  pulp  and 
paper,   synthetic  rubber,  explosives,   soaps  and  detergents,   alcohols,  textiles, 
and  in  the  refining  of  oil.  Process  operators  in  production  departments  learn 
on-the-job  to  understand  and  operate  the  delicate  instruments  and  mechanical 
equipment  that  keep  the  plant  in  operation.  As  operators  must  be  very 
responsible  and  mature,  generally  chemical  plants  do  not  employ  operators 
under  21  years  of  age. 
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Geologist 

The  geologist^ s  work  involves  the  study,   mapping,   and  interpretation  of 
rocks  and  their  structures  and  of  the  deposits  of  valuable  minerals  and  fuels 
which  occur  within  them. 

The  major  employers  of  geologists  are  the  companies  which  carry  on 
programs  of  exploration  and  development  of  mineral  resources.     The  geologist 
is  useful  in  planning  and  supervising  exploration  for  minerals.     Federal  and 
provincial  governments  employ  geologists  to  serve  on  the  surveys  which  map 
and  study  mineral  deposits,   bedrock  geology  and  surface  deposits  or  soils, 
gravels,   and  groundwater.     Most  geologists  divide  their  time  between  mapping 
or  other  field  work  in  the  summer  and  office  work  in  the  winter. 


The  average  salaries  of  geologists  with  two  years  of  experience  are 
around  $31  200  (198/i). 

Meteorologist 

There  are  two  professional  classes  at  work  in  the  Meteorological  Service: 
the  meteorologist,  who  does  the  actual  forecasting  of  weather;  and  the 
meteorological  officer,   whose  main  work  is  the  expanding  of  forecasts  and 
explanations  of  forecasts  to  the  public.     There  are  several  avenues  open  in 
research  with  agriculture,   forestry  and  the  military. 

The  work  of  the  meteorologist  is  at  main  forecast  offices  across  Canada, 
and  these  centres  are  almost  always  in  towns  of  considerable  size.     The  only 
exception  to  this  is  Goose  Bay,  Labrador. 


Meteorological  Technician 

Meteorological  technicians  take,   record,   and  disseminate  meteorological 
observations  from  numerous  small  stations  throughout  the  whole  of  Canada. 
Many  of  these  stations  are  in  the  far  north  and  are  quite  isolated.     The  work 
is  shift  work  and  shifts  usually  rotate  once  per  week.     The  work  can  consist 
of  taking  surface  weather  observations,   upper  air  observations  by  means  of 
balloons  and  electronic  equipment,   or  ice  observing  in  the  areas  of  the 
St.  Lawrence  Seaway,   the  Hudson  Bay,   and  the  Arctic  Ocean.     There  are 
several  avenues  in  climatology,   map  plotting,   and  instructional  work  open  to 
meteorological  technicians. 
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Agriculturalist 

Agriculturalists  are  employed  in  farming  -  15%  by  the  Department  of 
Agriculture  of  the  Government  of  Canada  in  research,   inspection  and  grading 
of  agricultural  products,   in  marketing  of  plant  and  animal  products,  and 
administration  -  20%;   by  provincial  governments  in  Departments  of  Agriculture, 
Lands  and  Forests,   and  as  district  agriculturists,   instructors  at  schools  of 
agriculture,   inspectors  and  administrators  -  13%.     About  27%  of  all  graduates 
are  in  business.     Packing  plants,   machinery  companies,  oil  companies,  firms 
handling  fertilizers  or  chemicals,   feed  companies,  canning  companies,  sugar 
beet  companies,   dairies  and  creameries  hire  them.     Insurance  companies, 
railways,   mortgage  companies,   farm  journals,   radio  stations,   and  co-operatives 
are  using  increasing  numbers  of  agriculturalists. 


The  remaining  25%  are  employed  in  communications,   teaching,  university 
staff,   and  other  miscellaneous  positions. 


As  you  probably  realize,   the  activities  of  each  worker  would  vary  with 
the  job  and  salaries  also  differ.     The  salary  generally  ranges  from  $2-4  300  to 
$30  000  a  year  (1982)  . 


Physicist 

The  experimental  physicist  constructs  and  devises  tools  and  experiments 
to  obtain  new  information  or  test  theoretical  predictions.     The  theoretical 
physicist  uses  mathematical  methods  and  physical  concepts  to  construct  theories 
which  may  unify  experimental  results,   and  points  the  direction  for  new 
experiments . 


The  growth  in  the  development  of  science  in  the  past  few  years  has  meant 
that  opportunities  in  physics  have  increased  greatly.     Research  is  carried  on 
at  universities  and  in  government  laboratories.     Universities,   the  National 
Research  Council,  Atomic  Energy  of  Canada,   Defense  Research  Board  and  other 
similar  organizations  have  a  constant  demand  for  physics  graduates  who  are 
capable  of  taking  part  in  research.     Physicists  in  the  aircraft,  electrical, 
power,   and  similar  industries  work  closely  with  design  engineers  in  applying 
the  principles  of  physics  to  useful  purposes.     Medical  physicists  study  the 
effect  of  radiation  on  living  tissue  and  find  work  in  conjunction  with  cancer 
and  other  medical  research  centres.     Geophysicists  study  the  earth  by  physical 
means.     They  may  be  working  in  research  centres,  or  they  may  be  employed  by 
oil  companies  to  assist  in  the  search  for  new  oil  deposits.  Astrophysicists 
study  the  universe  through  new  developments  such  as  radio  astronomy. 
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The  demand  for  physics  graduates  continues  to  be  high  and  no  difficulty 
should  be  experienced  in  finding  employment. 


Industrial  Production  Technologist 

This  technician  acquires  a  thorough  knowledge  of  machines  and  mechanisms, 
their  principles  of  operation,   purposes  for  which  they  are  made,   and  the 
procedures  and  techniques  of  machine  drawing  and  design. 

There  are  excellent  opportunities  for  employment  in  posts  that  are 
interesting  and  challenging.  The  technologist  may  be  employed  in  an  engineering 
office  on  mechanical  drawing,   or  may  work  on  the  detailed  design  involved  in 
the  development  of  new  products  or  processes.     He  or  she  may  be  employed  in 
research,   inspection,  testing  procedures,   experiments,   or  in  the  collection  of 
data.     Responsibilities  may  also  include  supervision  over  the  installation, 
operation,   and  maintenance  of  equipment.     There  are  further  opportunities  for 
employment  as  cost  estimators  or  sales  representatives. 

Architect 

Architects  prepare  design  and  working  drawings  and  supervise  the 
construction  of  all  types  of  buildings  from  a  modest  private  home  to  the  large, 
complicated  office  building.     Others  are  employed  in  town  and  city  planning, 
building  inspection  and  appraisal,   teaching,   and  research. 


Architects  must  work  alongside  civil,  mechanical,  and  electrical  engineers 
and  may  have  the  responsibility  of  selecting  a  contractor  for  the  job. 

The  demand  for  architects  will  increase  with  the  increase  in  construction 
activities.     The  average  salary  for  an  architect  with  two  years  experience 
is  $21  200  (1984). 

Architectural  Technologist 

Many  opportunities  exist  in  the  building  and  design  industries  for  people 
with  sound  architectural  training.     Architectural  technologists  know  design, 
understand  the  properties  and  functions  of  old  and  new  materials  of  construction, 
and  possess  the  ability  to  solve  many  problems  of  structural  design.  This  is 
why  they  are  hired  as  technical  assistants  to  the  professional  architect. 
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Opportunities  for  employment  are  available  in  architectural  offices, 
drafting  offices,   and  construction  companies.     Other  jobs  such  as  building 
inspector,  estimator,   and  building  products  salesman  may  be  handled  by  an 
architectural  technologist. 


Possibilities  for  employment  in  this  field  are  varied.  Therefore,  it  is 
difficult  to  estimate  salary.  However,  a  technical  school  graduate  in  this 
field  usually  starts   around  $1Z^60  per  month  (1985)  = 


Draftsman 

The  actual  production  of  working  drawings  is  done  by  draftsmen.  In 
addition  to  any  academic  or  technical  training  taken  in  high  school  the  person 
should  possess  a  liking  for  and  an  ability  to  work  with  T-squares  and 
drafting  boards.    NOTE:     An  architectural  technologist  will  probably  be  hired 
before  someone  with  no  post  secondary  training. 


Surveying  Technologist 

This  job  does  not  only  include  surveying.     The  worker  must  also  have  a 
knowledge  of  photogrammetry ,   drafting,   and  instrument  work,   and  must  be 
prepared  to  do  an  abundance  of  on-the-site  evaluations.     His  work  involves 
charting  the  natural  features  of  the  land  and  determining  legal  boundaries. 
Information  gathered  must  be  highly  accurate  since  it  will  be  used  by 
engineers  to  determine  the  type  of  structure  for  the  particular  site.  Employ- 
ment prospects  in  this  field  are  good.     Starting  salary  for  a  surveying  tech- 
nologist   is  about  $U00  per  month  (1985). 


Forester 

Foresters  usually  find  employment  in  a  government  service  or  in  one  of 
the  wood-using  industries.     The  industrial  forester  may  be  responsible  for 
forest  surveying  and  timber  estimating,  calculating  the  growth  and  yield  of 
forest  stands,  preparing  forest  management  plans,  locating  and  constructing 
camps,  building  and  maintaining  wood  roads,  cutting  forest  products  and 
transporting   them  to  the  mill,   and  forest  protection.     Government  foresters  are 
concerned  with  the  regeneration  and  growing  of  timber  crops,   aerial  photo- 
graphic surveying,   protection  of  forests  from  fire,   and  surveying  of  forest 
insects  and  diseases.     Forester  positions  are  available  on  a  limited  scale 
throughout  Canada.     Salaries  start  at  $1  ^00  -  $1  900  monthly.     (In  contrast, 
a  Forestry  Technician  earns  $1  350  -  $1  500  monthly  (1981)   to  start.) 
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SOCIAL  SCIENCES 

Are  you  interested  in  helping  people  solve  their  social,  economic,  or 
personal  problems?  Would  you  like  to  conduct  social  services  to  meet  your 
community's  needs?  Can  you  make  wise  decisions  based  on  the  information 
at  hand  plus  your  personal  knowledge  and  experience?   If  you  answer  "yes" 
to  all  these  questions,   a  career  in  social  sciences  may  be  for  you.  You 
definitely  must  be  "people  oriented,"  and  must  be  able  to  put  others  before 
yourself. 

A  career  such  as  this  has  no  regular  workday  nor  regular  hours  and 
often  the  only  rewards  are  the  satisfaction  of  doing  the  best  you  can  for 
another  person. 


Social  Worker 

A  social  worker's  duties  include  counselling  and  advising  clients, 
helping  them  adapt  to  different  situations,   and  attempting  to  prevent  recurring 
difficulties.   They  can  be  involved  in  family  and  child  welfare,  marriage 
counselling,   and  medical  and  psychiatric  social  work.   These  people  can 
function  at  three  levels  -  with  individuals  and  their  families,  with  small 
groups,  or  with  large  groups  or  communities. 


Social  workers  are  employed  by  several  government  departments  as  well 
as  private  agencies  such  as  Y.M.C.A,   Y.W.C.A,   Boy  Scouts,  John  Howard 
Societies,   Lung  Associations,   Alcoholism  Clinics,  Children's  Aid  Societies, 
Catholic  Family  Bureaus,   and  Jewish  Welfare  Societies. 


It  is  often  said  that  a  Master's  Degree  is  necessary;   however,  someone 
with  a  Bachelor  of  Social  Work  is  well-qualified  for  any  number  of  positions. 
Average  salary  for  a  social  worker    with  two  years  of  experience  is 
$2-4  800  (198^). 


Psychologist 


There  are  several  different  types  of  psychologists.  Some  are  engaged 
only  in  research  and  teaching  while  others  interview  clients. 
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Clinical  or  abnormal  psychologists  are  employed  in  mental  hospitals, 
clinics,   and  some  general  hospitals.     They  administer  psychological  tests, 
conduct  interviews,   and  participate  in  group  discussions  and  other  forms  of 
treatment.     The  demand  for  their  services  is  steady. 

Industrial  psychologists  work  in  personnel  departments  of  businesses  and 
industries.     They  conduct  tests  and  interviews  in  order  to  select  workers  and 
have  responsibilities  for  improving  the  welfare  and  efficiency  of  the  workers. 
The  demand  seems  to  be  increasing,   although  there  are  few  openings  at 
present . 

Consulting  psychologists  usually  run  private  practices.     They  test, 
interview,   and  counsel  clients  on  vocational,   personal,   and  emotional  problems. 
This  field  is  limited  to  highly  trained  and  experienced  workers. 

The  average  salary  for  a  psychologist  with  a  Master's  Degree  or  a 
Ph.D.  and  two  years  experience  is  about^  $30  600  (198/^). 


Psychiatrist 

The  psychiatrist  is  a  medical  doctor  with  special  training  in  the 
prevention,   diagnosis,   and  treatment  of  mental  illness.     He  or  she  may  serve 
on  the  staff  of  hospitals,  clinics,   medical  schools,   health  departments  or  in 
private  practice.     This  person  often  works  as  a  director  of    and  in  cooperation 
with  other  mental  health  workers,   such  as  psychologists,   social  workers, 
occupational  therapists,   and  psychiatric  nurses.     A  demand  exists,  and 
financial  returns  are  high.      Salaries  for  psychiatrists  are  significantly 
higher  than  those  for  psychologists.  Psychiatrists  salaries  vary  widely, 
depending  on  the  place  of  employment. 


Teacher 

In  every  field,  there  are  teachers  employed.     Some  may  be  people  with 
actual  teaching  certificates  such  as  classroom,   correspondence  or  vocational 
teachers,  while  others  may  be  workers  passing  on  their  knowledge  to 
co-workers  or  the  general  public.     For  example:     The  Chinese  chef  who  gives 
cooking  demonstrations  in  your  local  department  store  or  night  classes  at  a 
continuing  education  centre  is  passing  on  his  expert  knowledge  to  others.  He 
may  not  be  a  "qualified"  teacher,   and  may  not  have  learned  any  teaching 
"skills",   but  he  is  a  teacher  of  sorts.     The  teacher  we  are  discussing  below 
is  the  teacher  who  holds  a  "teaching  certificate". 

Working  conditions,   salaries  and  hours  of  the  teacher  vary  with  locality 
and,   also,  with  the  subject  area  taught.     In  general,  city  schools  are  more 
modern  and  better  equipped  than  others.     There  still  a  need  for  specialists 
in  subject  areas  such  as  drama,   business  education,   French,   industrial  arts, 
guidance  and  in  some  vocational  areas   (e.g.   hairdressing ,   automotives )  .  While 
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the  prospects  may  be  encouraging  for  highly  skilled  male  teachers  in  vocational 
subject  fields,   and  in  the  elementary  classroom,   the  total  outlook  is  dismal. 
Demand  for  teachers  has  dropped  resulting  in  many  graduates  seeking  work 
outside  the  field  of  teaching. 


The  starting  salary  for  a  teacher  is  $23  000  (1985).  Salaries  are  based 
on  schedules  that  are  negotiated  between  representatives  of  the  teachers  and 
the  various  school  boards.  They  vary  somewhat  but  the  figures  given  do 
indicate  the  approximate  average  salary.  Additional  allowances  are  paid  in 
isolation  cases   (Northern  Canada)   and  for  administrative  and  supervisory 
positions . 


Teacher's  Aide 

To  become  a  teacher's  aide  a  nine-month  to  one-year  course  must  be 
taken.   The  function  of  a  teacher's  aide  is  to  help  the  teacher  by  doing 
regular  clerical  duties,   setting  up  audio-visual  materials  and  equipment, 
supervising  in  the  library  and  during  field  trips,   and  other  routine  duties. 
Teacher's  aides  are  needed  in  elementary  classrooms. 


Librarian 

A  librarian  maintains  the  library's  collection  of  books,  periodicals, 
films,   recordings,   and  other  materials  and  helps  people  locate  materials.  He 
or  she  may  also  search  out  information  for  others  and  teach  them  how  card 
catalogues  are  used.   Such  workers  can  specialize  in  certain  fields  such  as 
circulation,   reference,   and  children's  library. 


The  demand  for  librarians  is  constant  since  learning  is  emphasized  in 
business  areas  as  well  as  in  education. 


Salaries    average  $22  900  per  year  (198^)   for  librarians  with  two  years 
experience. 
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Library  Technician 

This  person  has  a  para-professional  role  in  libraries  and  works  directly 
under  the  librarian.     Duties  would  include  cataloguing,   running  audio-visual 
equipment,  placing  displays,  finding  information  for  patrons,  checking  out 
books,   and  operating  a  telex  machine  for  inter-library  loans.     The  particular 
set  of  duties  of  each  technician  depends  on  the  size  and  type  of  library.  In 
a  large  library,  this  person  may  only  perform  one  of  these  functions.     In  a 
small  library  the  technician  may  be  totally  in  charge.      The  average  salary 
with  two  years  experience  is  $13  200  (1984). 


Lawyer 

In  Alberta  the  demand  for  lawyers  exceeds  the  supply.     It  is  an  extremely 
challenging  occupation  and  there  are  equal  opportunities  for  females. 


Duties  of  a  lawyer  are  varied  but  generally  they  are  to  conduct  criminal 
and  civil  lawsuits,   draw  up  legal  documents,   advise  clients  as  to  legal  rights, 
gather  evidence  for  cases,   represent  clients  in  court,   and  act  as  trustee  or 
executor  of  estates.     Some  specialize  in  particular  phases  of  law  such  as 
criminal,   probate  (estates),   divorce,  or  real  estate  actions. 


The  majority  of  lawyers  either  start  their  own  practice,  or  enter  an 
established  firm.     Salaried  positions  are  open  in  government  and  in  businesses 
such  as  oil  companies,  trust  companies,   insurance  companies,   financial  houses, 
and  banks.    Articling  students  usually  earn  about  $1000  a  month.  Most  lawyer's 
salaries  are  between  $35  000  and  $70  000  a  year  (1984). 


Law  Clerk     (Legal  Assistant) 

This  is  a  fairly  new  occupation  to  Alberta.     Training  can  be  taken  at 
Grant  MacEwan  Community  College  in  Edmonton  and  at  Red  Deer  College. 


A  law  clerk  serves  as  an  assistant  to  a  lawyer.     This  work  involves 
researching  legal  data  for  the  lawyer's  cases.     Often  rough  drafts  of 
arguments  are  prepared  by  the  clerk  and  he  or  she  may  also  prepare  affidavits 
of  documents  and  file  correspondence  regarding  cases.     This  work  is  challen- 
ging as  the  assistant  must  know  many  legal  terms  and  laws. 


In  1984  salaries  for  legal  assistants  with  college  training  and  two  years 
of  experience  averaged  $14  100. 
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Minister 


The  work  of  the  pastor  involves  regular  preaching  and  visitation , 
particularily  among  the  sick  and  those  in  trouble.   It  includes  responsibility 
for  leadership  in  many  programs,   for  example,   in  working  with  youth  groups. 
Much  time  is  given  to  counselling  people  distressed  by  problems  of  everyday 
life.  Some  ministers  give  instruction  in  religion  in  day  schools.  Of  course, 
there  is  complete  responsibility  for  the  administration  and  organization  of  all 
phases  of  work  in  the  local  congregation.  The  minister  occupies  a  recognized 
position  in  the  community  because  this  person  works  for  its  well-being. 


Financially  the  rewards  are  not  great;   it  offers  a  modest  living.  There 
are  far  more  compelling  attractions  to  the  career  of  the  ministry  -  a  convinced 
belief  in  the  truth  of  their  teaching,  belief  in  the  principles  of  their  religious 
faith,   and  daily  contacts  with  people  in  every  kind  of  experience.  Few 
ministers  would  exchange  these  awards  for  those  of  any  other  job.  An 
ordained  minister  gets  a  wage,  plus  furnished  house  and  travel  allowance  for 
a  car.  There  is  a  good  pension  fund. 


MEDICINE  AND  HEALTH 


Population  growth,  longer  life  spans,   and  the  faster  pace  of  urban  life 
have  increased  the  need  for  medical  services.  An  increasing  desire  for 
healthier  looking  and  feeling  bodies  has  caused  a  surge  in  both  recreation  and 
medical  services.  As  you  can  see  by  the  chart  on  page  21,   there  are  many 
opportunities  for  people  desiring  a  career  in  medical  services.  Since  the 
number  of  occupations  in  medicine  and  health  is  so  great,  only  the  most 
common  ones  will  be  discussed  in  detail. 
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HEALTH  OCCUPATIONS 

NURSING  SERVICES 

PHARMACEUTICAL  SERVICES 

Nurse 

Nursing  Aide 
Nursing  Orderly 

Pharmacist 

TECHNICAL  SERVICES 

MEDICAL  AIDES 

Medical  Laboratory  Technician 
Medical  X-Ray  Technician 
Radiotherapy  Technician 
Respiratory  Technologist 
Electroencephalograph  Technician 
Electrocardiograph  Technician 

Ward  Aide 

Porter 

Unit  Clerk 

Morgue  Attendant 

Operating  Room  Technician 

Housekeeping  Aide 

Operating  Room  Aide 

Laboratory  Aide 

Dietary  Aide 

Linen  Aide 

Pharmacy  Aide 

Instrument  Aide 

Service  Aide 

Supply  Aide 

Laundry  Aide 

DFNTAr  TARF 

RFHARTT  TTATTPlM  MFnTrTMF 

Dentist 

Dental  Assistant 

Dental  Hygienist 

Dental  Laboratory  Technician 

Dental  Mechanic 

Physiotherapist 
Occupational  Therapist 
Prosthetist  and  Orthopedist 
Speech  Pathologist  and 
Audiologist 

FOOD  SCIENCE 

ANIMAL  HEALTH 

Die t  ic  ian 

Dietary  Technician 
Food  Scientist 

Veterinarian 

Animal  Health  Technologist 

VISION  CARE 

MEDICAL  CLERICAL  FIELD 

Optometrist 
Optical  Technician 
Ophthalmologist 
Opt  ic  ian 

Health  Record  Administrator 
Health  Record  Technician 
Medical  Secretary 
Medical  Transcript ionist 
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Doctor  (Physician) 

The  shortage  of  doctors  continues  -  especially  in  rural  areas.  More 
doctors  are  now  specializing  in  one  field  therefore  general  practitioners 
are  needed. 

Doctors  are  concerned  with  diagnosis  of  illness,  treatment  of  ill  people, 
disease  prevention,  and  rehabilitation  of  injured  people. 

The  average  Income  of  a  doctor  in  private  practise  with  two  years 
experience  is  $38  900  (198^). 


Nurse 

Nurses  are  employed  in  hospitals,  health  units,  schools,  factories, 
doctors^  offices,  mental  hospitals,  and  in  sanatoria  for  tuberculosis  patients. 
Males  can  enroll  in  nursing  schools  and  psychiatric  nursing  is  a  field  in 
which  they  may  rise  to  supervisory  positions. 

The  duties  of  a  nurse  include:  recording  the  conditions  of  the  patient, 
administering  treatment  as  prescribed  by  the  doctor,  helping  in  operating 
rooms,  and  assisting  the  doctor  during  birth  of  babies. 

A  Registered  Nurse  starts  at  $13.20  per  hour  and  rises  to  $15.42  per 
hour  (1983). 


Nursing  Assistant 

Nursing  aides  are  under  the  direct  supervision  of  a  nurse.     Such  work 
involves  general  nursing  care,  making  the  patient  comfortable,  caring  for 
healthy  newborn  babies  and  providing  first  aid  in  emergencies.     A  person  is 
a  nursing  assistant  after  a  10  month  training  course  at  an  Alberta  Vocational 
Centre.     (Grade  Ten  required.) 

The  salary  is  $19  900  per  year  (1984)   with  two  years  experience  plus 
pay  for  statutory  holidays  and  different  shifts. 
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Medical  Aides 

There  are  numerous  positions  for  non-high  school  graduates  in  the  medical 
field  although  the  number  of  vacancies  is  not  great.     One  should  remember 
that  these  consist  of  routine  manual  tasks  and  advancement  is  limited  unless 
further  education  is  taken.     This  is  because  promotion  to  higher  levels  is 
based. on  experience  and  there  is  high  competition  for  very  few  supervisory 
positions. 


Below  are  listed:  each  type  of  aide,  the  minimum  entrance  requirement, 
a  brief  explanation  of  duties,  and  monthly  pay  in  1982. 


Dietary  Entry  dispenses  food;  prepares  simple 

Aide  Level  (1)  foods;  cleans  equipment,  tables, 

and  utensils;  and  fills  table 

dispensers 


$1000  -  $1100 


House- 
keeping 
Aide 


Entry 
Level  (1) 


cleaning  duties 


$1000  -  $1100 


Operating         Entry  cleans  and  transports  surgical 

Room  Aide       Level  (1)  equipment 


$1000  -  $1100 


Laboratory 
Aide 


Entry 
Level 


1) 


cleans  laboratory  equipment 


$1000  -  $1100 


Tasks  of  those  on  the  next  page  are  more  complex  than  the  previous  four. 
These  people  usually  started  out  as  dietary,  housekeeping,  operating  room  or 
laboratory  aides. 
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Laundry 
Aide 


Work  at  cleans  and  cares  for  hospital 
Level  I  linens 


$1100  -  $1200 


Linen  Aide 


Work  at 
Level  1 


sewing  and  repair  of  linens 


$1100  -  $1200 


Pharmacy 
Aide 


Work  at  transports  and  distributes 
Level  1  medications 


$1100  -  $1200 


Supply  Aide  Work  at        cleans,   sterilizes,   and  distributes 

Level  I  equipment 


$1100  -  $1200 


Instrument  V/ork  at        sterilizes  operating  room  and 

Aide  Level  1         emergency  room  equipment 


»1100  -  $1200 


Service  Aide  Work  at        transports  patients  to  the 

Level  1  laboratory 


$1100  -  $1200 


Others  are 


Mursing 
Attendant 


Gr.   10  performs  routine  nursing  duties 

such  as  bathing,  dressing,  feeding 
and  transporting  patients 


$1220  -  $1320 


Porter 


Gr.   10  transports  patients,  maintains 

hospital  equipment  and  supplies 


$1220  -  $1320 


Unit  Clerk 


Gr.   10  duties  such  as  reception,  time- 

keeping, ordering  of  supplies 
and  some  typing 


$1200  -  $1300 


Morgue 
Attendant 


Gr.   10  prepares  worksheets  for  doctors, 

prepares  bodies  for  autopsy,  gets 
instruments  ready,   and  helps 
doctor  with  autopsy 


$1260  -  $1350 
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Dentist 

A  dentist  has  an  interesting  and  a  challenging  career.     A  shortage  exists 
especially  in  rural  areas.     As  with  doctors,   there  is  increased  specialization 
occurring  in  orthodontics,  oral  surgery,  public  health,   and  teaching,  among 
others. 


Dentists'   duties  include:     extracting,   filling,   and  cleaning  teeth; 
performing  corrective  work;   treating  diseased  gums;   operating  on  the  jaw  or 
mouth;   and  fitting  artificial  teethe     Few  dentists,   however,   perform  all  of  these 
functions  as  they  would  rather  send  special  dental  cases  to  specialists. 


Average  annual  earnings  of  a  dentist  with  two  years  experience  in  198^ 
were  $58  700. 


Dental  Hygienist 

Dental  hygienists  perform  preventive  dental  programs.     They  clean  and 
apply  fluoride  to  teeth,   counsel  patients  on  dental  care,   take  and  develop 
X-rays,   and  do  at-school  inspections  of  children's  teeth.     Starting  salaries  in 
1981  ranged  from  $1  200  -  $1  500  per  month. 


Dental  Assistant 

A  dental  assistant  acts  as  a  record  keeper  and  receptionist  for  the 
dentist.     In  addition,   this  person  lays  out  instruments  and  materials,  prepares 
the  patient  for  treatment,   and  helps  during  dental  procedures.     In  some  cases 
an  assistant  may  do  some  duties  done  by  a  hygienist  (fluoride  treatment, 
exposing  X-rays).     The  pay,   however,   is  much  lower.     One  who  is  trained 
on-the-job  receives  $800  -$850  monthly  while  one  who  holds  a  provincial 
certificate  receives  $900  -  $1  000  monthly  (1981). 


Dental  Laboratory  Technician 

A  registered  dental  technician  is  a  skilled  artisan  who  works  on  the 
prescription  of  a  dentist  to  carry  out  the  laboratory  procedures  and 
fabrication  of  dental  appliances  such  as  bridges,  crowns,   and  dentures  fitted 
by  the  dentist.     During  the  two  to  four  years  apprenticeship  period,  the 
technician  is  paid  $850  -  $1000   monthly.     To  write  a  certification  examination 
the  apprentice  must    have  a  Grade  Twelve  Diploma  plus  five  years  on-the-job 
training.     A  certified  technician  receives  $1000  to  $1500  monthly  (1982). 
(NOTE:     A  two-year  formal  course  is  offered  at  NAIT.     The  technician  need 
then  only  apprentice  for  three  years  to  become  certified.) 
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Dental  Mechanic 

A  dental  mechanic,   unlike  the  laboratory  technician,   works  directly  with 
patients.     This  person  takes  impressons  for  false  teeth  as  well  as  relining  and 
repairing  old  dentures.     The  student  can  attend  NAIT  for  two  years  plus 
apprentice  for  two  years,  or  apprentice  for  a  full  five  years  to  become  a 
certified  dental  mechanic.     Apprentices  who  have  gone  through  NAIT  get  $200  = 
$250  per  week  while  those  who  do  not  get  less.     Certified  mechanics 
start  at  $1500  -  $2000  monthls^  (1982). 


Dietician 

There  is  a  demand  for  people  knowledgeable  about  nutrition.  Varied 
careers  are  open  in  hospitals,   universities,   industries  and  in  government 
service  for  careers   in  research,   food  service  administration,  therapeutics, 
and  dietetics  teaching.     A  dietitian's  role  as  a  consultant  is  now  widely 
recognized  since  people  do  need  advice  on  nutrition  and  wise  meal  planning. 
Monthly  salaries  start  at    $1900  monthly  (1982). 


Dietary  Technician 

The  number  of  employment  opportunities  now  exceed  the  number  of 
graduates  because  there  is  an  increasing  need  for  people  in  the  institutional 
food  service  field.     V/ith  training  in  food  theory,   food  chemistry  and  food 
preparation,   a  technician  can  work  in  recipe  preparation  and  testing,  assist 
dietitians  in  their  duties,  or  supervise  in  a  food  service  department.  The 
average  starting  salary  was  $1600      per  month  in  1982. 


Optometrist 

An  optometrist  studies  five  years  at  a  university  to  obtain  a  Doctor  of 
Optometry  degree.     This  enables  him  or  her  to  examine  patients'  eyes  with 
sophisticated  instruments  to  prescribe  eyeglasses,  contact  lenses,  eye 
exercises,  or  treatments.     For  any  drug-related  or  surgical  treatment,  the 
optometrist  will  refer  the  patient  to  a  medical  practitioner.     Only  60  students 
per  year  are  admitted  into  the  English-speaking  program   so  you  can  see  that 
competition  would  be  high.     Salaries  for  optometrists  in  private  practice 
usually  st^rt  very  low  and  build  up  with  experience,   as  one's  reputation  grows. 
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Do  not  confuse  an  optometrist  with  an  Optician  who  is  trained  only  to  fi 
and  adapt  eyeglasses  or  contact  lenses  according  to  the  optometrist's  prescrip 
tion.   (An  apprentice  starts  out  at  $850  per  month     and,  once  qualified, 
starts  at  up  to  $1500  per  month  but  salaries  in  this  field  vary  greatly  (1982) 
Also,   do  not  confuse  the  optometrist  with  the  Ophthalmologist  who  cares  for 
diseases  of  the  eye. 


Pharmacist 

There  are  many  opportunities  for  pharmacists  in  hospitals  or  in  retail 
outlets.  The  pharmacist  prepares  and  dispenses  medications  for  prescriptions 
given  out  by  doctors,  dentists,  and  veterinarians.  He  must  know  what  to 
order  from  large  pharmaceutical  factories  as  well  as  be  able  to  mix  special 
medications  which  are  not  pre-manufactured .  Persons  who  enter  private 
business  usually  handle  non-prescribed  drugs,   sick-room  supplies,  toiletries, 
cosmetics  and  notions.    The  average  salary  for  a  pharmacist  with  two  years 
experience  is  $29  600  (1984). 


Physiotherapist 

Physical  therapy  is  an  integral  part  of  a  medical  care  program  for 
patients  who,  because  of  disease  or  injury,  are  or  may  become  disabled.  It 
includes  the  application  of  heat,  cold,  light,  water,  electricity   (except  X-ray 
massage,  or  exercise.   It  is  essential  in  the  process  of  rehabilitation  to  assisi 
the  person  with  a  handicap  to  realize  his  or  her  potentialities  and  goals: 
physically,  mentally,  and  economically. 


Jobs  may  be  obtained  in  hospitals,  clinics,  in  private  practice,   and  in 
special  rehabilitation  centres.  There  are  not  enough  personnel  to  fill  the 
demands.  The  base  salary  is  $1700     monthly  but  this  rises  rapidly  with 
experience   (1982  ) . 


Occupational  Therapist 

Occupational  therapy  is  concerned  with  the  rehabilitation  of  the 
medically  and  psychologically  ill  through  specific  activities  such  as  arts, 
crafts,   and  recreation.   It  also  includes  an  introduction  of  the  patient  to 
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pre -vocational  and  vocational  training  and  an  evaluation  of  .each  case  so  that  the 
correct  sort  of  therapy  is  chosen. 

Such  workers  are  employed  in  similar  places  to  the  physiotherapist  and 
their  starting  salary  is  $1700      monthly .( 1982) . 

Medical  X-Ray  Technician  (Radiological  Technician) 

An  x-ray  technician  uses  sophisticated  x-ray  equipment  to  produce  images 
used  in  diagnosing  disease  or  injury  of  the  patient.     This  work  not  only 
involves  taking  of  the  x-rays,   but  also  processing  the  film,   labelling  it,  and 
filing  it.     Jobs  are  available  in  hospitals,   clinics,   doctors'  offices,  public 
health  agencies  and  industrial  units.     The    average  salary  with  two  years 
experience  and  university  graduation  is  $20  310  (1984). 


Do  not  confuse  this  occupation  with  that  of  the    Radiotherapy  Technologist 
who  uses  x-ray,   radiiim  or  other  forms  of  radiation  in  the  treatment  of  cancer 
patients.     Only  six  people  per  year  are  accepted  into  the  Alberta  program. 
Salaries    for-  two  years  expereince  and  also  university  graduation  average 
around  $20  310  (1984). 


Medical  Laboratory  Technologist 

The  laboratory  technologist  performs  tests  in  hospital  or  medical 
laboratories.     This  may  include:    examining  body  fluids  and  tissues  for 
abnormal  cells,   bacteria,   or  chemical  levels;  preparing  tissue  slides  to  use 
under  microscopes;  typing  blood  for  transfusions;  or,   engaging  in  research. 
The  technologist  usually  specializes  in  clinical  chemistry,  hematology, 
immunohematology,   his  to  pathology  or  medical  bacteriology. 

Following  graduation,   a  registered  technologist  averages  about  $21  300 
with  two  years  experience  and  college  training  (1984). 


Veterinarian 

Veterinarians  diagnose  and  treat  disorders  of  animals  and  also  consult 
owners  on  preventive  measures.     They  usually  provide  health  care  for  farm 
livestock,   animals  kept  as  pets  or  maintained  in  zoos,   wild  animals  and 
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birds,  and  animals  kept  for  biological  and  medical  research.  Salaries 
average  $26  100  with  two  years  of  experience  (1984)  c 


NOTE:    In  Alberta  you  can  become  an  Animal  Health  Technologist.  Such 
people  perform  routine  laboratory  tests  and  do  chores  such  as  disinfection, 
preparing  animals  for  surgery,   assisting  with  surgery,   animal  nursing  and 
feeding,   and  general  care  of  animals.     Starting  salaries  in  1982    were  $900  - 
$1200  per  month. 


FINE  ARTS  AND  PERFORMING  ARTS 

Fine  Art 

The  educational  level,  wages,   and  activities  vary  greatly  within  this  field. 
There  is,   therefore,   no  point  in  describing  many  of  the  occupations  in  detail. 
Generally,   this  field  covers  artists,   sculptors,   interior  designers,  advertising 
artists,   sign  writers,   and  photographers.     You  can  prepare  for  one  of  these 
by  following  an  intensive  lengthy  university  training  or  by  simply  entering  at 
an  unskilled  level  and  through  hard  work  and  experience  gain  recognition. 
Usually,  the  more  training  you  have,   the  better  prepared  you  will  be  for  such 
work  and  the  more  likely  it  will  be  that  you  will  get  a  satisfactory  job.  This 
is  not  implying  that  a  person  without  training  will  not  be  successful  because 
with  talent  and  experience  many  persons  have  risen  to  the  top. 


Photographer 

Photography  is  a  challenging  occupation  in  that  it  is  difficult  to  produce 
photographs  of  an  acceptable  standard  for  profit.     The  photographer  must 
know  about  a  variety  of  cameras,   films,   and  lighting  equipment  as  well  as 
learn  the  process  by  which  pictures  are  developed,   enlarged,   and  printed. 
There  are  several  different  kinds  of  photographers  —  commercial,  industrial, 
news,   portrait,   and  motion  picture.     As  well,   there  are  photographic 
technicians  whose  technical  knowledge  is  vitally  important.     Salaries  paid  to 
such  laboratory  employees  are  often  higher  than  studio  employees.    An  artistic 
leaning  is  essential  in  such  work.     Many  photographers  open  their  own  studios 
—  initial  expenditure  for  equipment  is  high  ($5000  and  more)    and  it  often  takes 
years  for  the  business  to  become  established. 
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Interior  Designer 

In  short,   the  interior  designer  plans  artistic  interiors  for  homes  and 
commercial  structures.     The  clients*  needs  and  preferences  are  considered  in 
choosing  color  schemes,  arranging  furnishings,  and  picking  accessories.  It 
is  the  decorator's  responsibility  to  direct  the  painting,  carpet  laying,  drapery 
hanging,  and  furniture  arranging.     Rapid  expansion  of  industry,  extensive 
development  in  commercial  and  domestic  building,  and  the  increasing  desire 
of  people  for  a  better  living  environment  have  increased  the  need  for 
trained  interior  designers. 

Employment  is  available  in  department  stores,  in  architects'  offices,  with 
hotel  chains,  and  with  interior  design  firms.     Do  remember  that  at  the 
moment  opportunities  are  steady,  but  a  general  downturn  in  economic  conditions 
would  seriously  affect  the  demand. 

Salaries  start  at  $900  -  $1  200  monthly  (1984)  for  the  professional  interior 
designer. 


Commercial  Artist 

An  advertising  or  graphic  artist  illustrates  advertisements,  books,  and 
magazines.     This  can  include  creating  posters,  billboards,  showcards,  charts, 
diagrams,  sketches,  and  maps.     Much  of  the  commercial  artist's  work  now 
is  a  matter  of  selection  and  lay-out  of  lettering  and  photographs.  Original 
drawings  are  being  used  less  often  than  previously.     Companies  manufacture 
huge  booklets  of  pictures  and  lettering  which  can  literally  be  cut  out  and  pasted 
on  the  advertisement.     Once  the  artist  is  satisfied  with  the  arrangement  of 
the  page,  it  is  handed  over  to  a  photographer.     For  this  reason,  a  commercial 
artist  must  know  the  technical  process  involved  in  printing  and  photography 
as  well  as  having  artistic  talent. 

Commercial  art  is  a  demanding,  challenging  field  and  is  a  very  difficult 
one  to  break  into.     Even  with  a  four  year  college  program  behind  you,  the 
job  first  acquired  may  be  low  paid  and  monotonous.     Experience  is  important 
and  learning  on-the-job  is  constant. 


A  commerical  artist  with  college  training  and  two  years  of  experience 
averages  $17  400  (1984). 
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Advertising  Copywriter 

A  cop3rw"riter's  goal  is  to  persuade  the  public  to  buy  or  use  a  product 
or  service.     He  or  she  is  part  of  a  team  involving  graphic  designers, 
commercial  artists,  and  photographers.     The  work  includes  announcements 
for  radio  or  television,  campaigns  for  companies,  and  written  ads  for 
newspapers  and  magazines.     It  is  often  the  copywriter  who  contacts  clients 
to  discuss  any  new  ideas  for  advertising. 

A  copywriter  must  be  creative.     One  should  have  typing  skills  and  an 

excellent  command  of  the  English  language.  There  is  constant  pressure  in 
this  work. 

Starting  salaries  range  from  $U  000  to  $18  000  in  retail  stores  {19S/,) . 


Performing  Artist 

This  is  a  varied  field  as  we  can  include  almost  anything  here.     What  we 
are  stressing  though,  is  the  area  of  "professional"  entertainers.     These  are 
musicians,   singers,  dramatists,  hypnotists,  and  comics  to  name  just  a  few. 
A  detailed  description  of  each  occupation  is  not  included  here  because  each 
depends  on  talent  to  a  great  extent  and  preparation  and  work  activities  are 
so  varied  that  it  would  be  pointless.    Do  remember  that  most  "successes"  in 
this  area  come  from  a  development  of  a  talent.     Regardless  of  what  people 
say,  success  also  is  related  to  getting  the  right  "breaks".     That  is,  having 
influential  people  see  a  good  performance  or  knowing  someone  who  can  give 
you  good  promotion  or  simply  "being  in  the  right  place  at  the  right  time". 
Most  well-known  entertainers  are  not  just  discovered.     They  work  long,  hard 
hours  and  their  work  is  practically  their  life.     Most  can  get  steady  employment 
but  must  change  locations  often.     Few  become  "stars". 


Announcer 

Of  all  the  careers  available  now,  those  in  the  communications  field 
probably  have  the  greatest  "glamour"  attached  to  them.     Such  work  does  offer 
great  excitement.     There  is  a  challenge  in  creating  widely  enjoyed  radio  and 
television  programs,  in  writing  copy  for  daily  news,  and  in  preparing  these 
efforts  so  they  will  be  in  suitable  form  for  public  listening  and  viewing.  Large 
numbers  of  people  are  attracted  to  this  field  and,  for  those  who  succeed,  there 
are  many  rewards  -  excellent  salaries,  public  recognition,  and  variety  on  the  job. 


A  university  or  technicial  course  in  broadcasting  or  specific  training  in 
speech  or  dramatic  arts,  with  a  wide  general  knowledge  and  cultural  background  is 
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required.     This  person  must  have  clear  speech  and  a  good  voice  with  fluency 
in  English  and /or  French  and  some  knowledge  of  the  rules  of  pronunciation 
of  other  languages.     The  main  qualification  is  talent  and  experience.  Natural 
ability  is  important  and  applicants  must  usually  sell  themselves  through  an 
audition  tape  or  an  interview. 

The  announcer's  face  or  voice  is  remembered  by  the  audience  long  after 
the  program  is  over.     Personality  must  be  adjusted  to  suit  the  needs  of  the 
program  and  never  must  this  person  let  on  that  he  is  tired  or  ill.     A  slip 
of  an  announcer's  tongue  could  be  magnified  into  a  public  incident  and  cause 
controversy  for  the  station.    You  can  see  the  importance  of  "putting  out  a 
good  impression"  in  such  work.     Announcers  can  specialize  in  newscasting, 
sportscasting  or  can  become  disc  jockeys. 


Sportscaster 

A  sportscaster  requires  the  qualifications  of  an  announcer  and  a  news 
editor  plus  a  keen  interest  in  all  sport.     Two  duties  of  this  person  are 
attending  sports  functions  and  interviewing  personalities.     A  sportscaster 
usually  writes  his  or  her  own  copy  and  must  be  able  to  "ad  lib"  in  order  to 
give  play-by-play  accounts  of  games  in  progress.    As  well  as  describing 
exactly  what  is  happening  on  the  field,  the  spectators  must  be  kept  informed 
and  entertained  with  biographical  notes  on  the  players  and  recall  of  past 
events  or  plays  which  were  similar  in  nature.     This  is  a  demanding  occupation 
calling  for  a  knowledgeable  and  communicative  person. 


Disc  Jockey 

This  is  another  type  of  broadcaster  who  announces  a  program  of  musical 
recordings  and  comments  on  the  music,  and  other  matters  of  interest  to  the 
audience,   such  as  weather,   time  of  day,  traffic  conditions,  and  public  service 
announcements.     A  good  judgement  of  music  is  needed  and  a  knowledge  of  the 
background  of  artists  and  the  audience  is  required  so  that  suitable  information 
is  broadcasted  to  them.     Disc  jockeys  may  also  be  required  to  make  public 
appearances  at  community  functions  as  well  as  to  make  commercials. 

In  the  starting  salary  ranges  from  $10  000  to  $15  000  yearly. 

Experienced  announcers  earn  $20  000  to  $35  000  yearly.   Regular  earninos  may 
be  supplemented  by  doing  special  commercials  and  personaf  apoearances. 
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RECREATION  AND  SPORTS 


Sports 

The  top  competitors  in  sports  activities  have  always  occupied  an  elite 
position  in  society.     Many  people  take  sports  seriously  and  the  best  athletes 
are  their  heroes.    Almost  all  Canadians,  at  sometime  in  their  lives, 
participate  in  physical  activities,  but  few  become  sports  "professionals".  If 
you  are  considering  a  professional  career  in  sports,  you  probably  play  your 
favorite  sport  right  now.     Therefore  you  know  what  each  player  does. 

Those  who  are  actively  involved  in  sports  provide  entertainment  for 
others  in  society.     Although  this  point  is  emphasized  more  later,  a  professional 
sportsman's  career  is  short.     He  or  she  may  play  up  to  ten  years,  and 
then  will  need  to  turn  to  coaching,  training,  scouting,  or  managing  positions o 
Those  who  have  been  constantly  exposed  to  the  public  often  enter  public 
relations,  advertising,  or  retail  work.     Still  others  go  back  to  the  occupations 
they  may  have  prepared  for  before  entering  the  "pro"  ranks.     Those  in 
individual  rather  than  team  sports  have  longer  careers  and  often  can  progress 
into  managerial  and/or  instructional  positions.     Continued  success  in  sports 
depends  on  physical  health.     Unforeseen  health  problems  or  injuries 
can  bring  a  strong  career  to  an  abrupt  stop. 

The  occupations  below  are  only  examples  of  those  available.     Many  other 
sports  occupations  do  exist. 


Professional  Football  Player 

Firstly,  note  that  there  are  only  approximately  160  Canadian  pro  football 
players  and  that  the  average  career  lasts  only  about  five  years.     Lives  of 
professional  athletes  may  sound  glamorous  because  they  receive  high  pay, 
are  doing  what  they  enjoy,  and  have  prestige.     But  competition  in  the  field 
is  fierce.     At  any  moment,  a  career  can  be  ended  by  an  injury,  and 
although  the  playing  season  may  be  short,  the  physical  training  between 
seasons  may  be  gruelling.     Much  time  is  spent  in  travelling  and  there  is 
often  high  emotional  and  nervous  tension.     There  are  few  pros  that  have  an 
ongoing  contract.     You  can  lose  your  job  or  be  traded  to  another  team 
quite  easily.     If  you  are  accepted  into  such  a  field,  you  usually  need  an 
enduring  desire  to  excell  and  actually  should  have  an  education  to  back  you 
up. 
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Professional  Hockey  Player 

The  average  hockey  player  lasts  seven  to  ten  years  as  a  pro.  The 
pay  is  excellent,  especially  when  you  consider  that  it's  an  eight  month  working 
year.     The  chances  of  becoming  a  pro  are  slim  just  as  in  any  other  sport. 
For  example,  in  1974,   there  were  over  400  000  players  in  amateur  leagues, 
13  000  played  junior  hockey  and  247  were  drafted  into  the  league.     Only  39 
men  appeared  in  the  league  and  21  played  regularily.     As  you  can  see, 
competition  to  get  into  leagues  is  intense  as  the  proportion  of  those  who 
succeed  is  small  as  compared  to  interested  parties.     Determination  and  skill 
are  a  must  in  any  professional  sport. 


Golf  Pro 

Firstly  the  golf  pro  must  be  a  competent  golfer,  and  must  retain  the 
respect  of  a  club's  clients.     His  or  her  duty  is  essentially  teaching.     The  pro 
usually  works  on  a  one-to-one  basis  teaching  beginners  how  to  golf  or  helping 
skilled  golfers  improve  their  skills.    As  well,  the  pro  organizes  tournaments, 
represents  his  or  her  club  in  other  tournaments,  sells  golf  equipment,  and 
supervises  the  repair  of  broken  equipment.     Advising  others  in  the  construction 
of  a  new  course  may  also  be  involved.     Experienced,  skiiiea  goii  pros  can 
earn  between  $20  000  and  $35  000  a  year  (1983), 


Coach 

A  coach  must  gather  all  his  "talent"  and  decide  on  a  team  -  hopefully 
each  member  will  be  in  top  physical  condition,  can  get  along  with  others,  and 
has  the  determination  to  win.     The  coach  must  observe  his  or  her  players, 
recording  performances  and  case  histories,  and  is  responsible  for  developing 
game  strategies.     Teaching  is  part  of  this  work  also.     Practice  sessions  are 
planned  carefully  dividing  actual  practise,  conditioning,  and  discussion  into 
the  appropriate  proportions. 


An  ordinary  person  can  possibly  coach  a  peewee  or  midget  team  as  a 
leisure  activity,  but  usually  coaches  for  professional  teams  were  once 
professional  players  themselves. 

Trainers 

These  are  normally  people  who  are  already  proficient  in  their  sport.  They 
are  employed  to  develop  conditioning  programs,   to  help  prevent  injuries,  and  to 
care  for  injured  players  so  they  may  return  to  competition.     Obviously  sports 
knowledge,  anatomy  courses,  first  aid,  and  masseur  training  are  essential. 
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Scouts 

Scouts  are  hired  in  professional  sports  to  find  prospects  for  their  team, 
report  on  these  prospects,  and  also  to  watch  games  of  other  teams  in  hopes 
of  developing  strategic  moves  against  weak  spots.     Scouts  must  possess  an 
excellent  sense  of  judgement  as  their  mistakes  could  be  very  costly. 


Sports  Scientist 

Someone  who  is  knowledgeable  in  both  the  fields  of  anatomy  and  sports 
can  enter  such  a  field.     Even  a  little  engineering  know-how  may  be  needed. 
(This  would  most  likely  call  for  a  Master's  Degree  in  Anatomy.) 


Such  people  study  the  biological  and  psychological  effects  of  physical 
activity  in  hopes  of  influencing  athletic  performance.     They  can  also  be 
involved  in  designing  and  testing  equipment  or  arranging  fitness  programs  for 
others. 


Occupations  10 


-  36  - 


Lesson  3 


OPPORTUNITIES  IN  THE  FIELD  OF  RECREATION  ARE  VARIED-. 


CULTURAL  FIELD 

•  Crafts  Faci 1 i  t fes 

•  Outdoor  Theatres 

•  Museums 

•  Libraries 

•  Performing  Arts  Centres 

•  Community  Centres 

•  Civic  Centres 

•  Band  She! Is 

•  Aud  i  tor  iums 

•  Art  Gal  1 eries 


SOCIAL  WORK  FIELD 

«  Private  Clubs 

«  Correctional  Institutes 

®  Hospi  tal s 

•  Centres  for  the 

Phys i cal 1 y  and 
Mentally  Handicapped 
«  PI ayschool s 

•  Day  Care  Centres 

•  Youth  Centres 

•  Drop-in  Centres 

\    •  Senior  Citizens  Homes 


SCIENCE  FIELD 

•  Zoos 

•  Nature  Tra  i 1 s 

•  Bird  Sanctuaries 

•  Outdoor 

Educa t  ion 
Centres 

•  Botanical  Gardens 


OTHER  AREAS 

•  Beach  Areas 

•  P  i  cn  I  c 

Grounds 

•  Camping 

Areas 

•  Lakes 

•  Rifle  Ranges 

•  Marinas 


SPORTS 


Arenas 

Athletic  Fields 
Bowl ing  Al leys 
Baseball  Fields 
Lawn  Bowling  Areas 
Cricket  Pitches 
Curl ing  Rinks 
Football  Fields 
Skeet  Shooting  Areas 


Golf  Courses 
Gymnas  iums 
Lacrosse  Fields 
Swimming  Pools 
Ski  ing  Areas 
Soccer  Fields 
Tobogganing  Slopes 
Water  Ski  Areas 
Snowmobi 1 e  Tra  i 1 s 


Tennis  Courts 

Track  and  Field  Facilities 
Auto  Racetracks 
Archery  Ranges 
Horse  Racetracks 
Fenc  i  ng  Fac  i 1 i  t  ies 
Handbal 1  Courts 
Basketball  Courts 
Volleyball  Courts 


(Adapted  from  lists  in  Careers  Canada,  Book  #5,  p.  ^.  Manpower 
and  Immigration.) 
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Recreation 

The  recreation  specialist  has  an  enjoyable  job  which  certainly  is  not 
routine.     There  is  continuous  direct  contact  with  a  variety  of  people  and 
working  hours  are  when  other  people  spend  leisure  time.     Do  not  enter  this 
field  if  you  want  an  8-5,  Monday  through  Friday  job!     A  recreationalist  must 
be  dedicated  to  serving  people,  must  be  able  to  influence  and  lead  other 
people,   and  has  to  be  available  when  needed  which  is  often  weekends  and 
evenings. 


Anyone  who  is  considering  such  a  field  should  get  as  much  leadership 
experience  as  is  possible  while  still  in  high  school.     Participate  in  groups 
such  as  Boy  Scouts,  Girl  Guides,   Y.M.C.A.,   church  social  clubs,   art  classes, 
music  lessons,   drama  groups,   and  sports  teams.     Act  as  a  community  or 
hospital  volunteer.     A  successful  recreational  career  is  built  on  such 
experiences . 


There  will  be  an  increasing  demand  for  recreation  specialists  in  the  next 
ten  years  because  of  population  growth,   the  trend  to  urbanize,   rising  incomes, 
and  increased  leisure  time  activities.     More  people  are  participating  in  sports, 
taking  up  hobbies,   and  going  camping.     So  naturally,   there  will  be  more 
demand  for  people  in  this  field. 


Recreation  Facility  Manager 

Such  workers  maintain  swimming  pools,   athletic  fields,   playgrounds,  golf 
courses,  curling  or  skating  rinks,   ski  hills,   bowling  alleys,   billiard  halls  and 
various  other  activity  centres  so  that  they  are  in  first  rate  condition.  They 
often  take  care  of  equipment,   schedule  activities,   and  enforce  safety  regula- 
tions,  plus  collect  any  fees  required.     In  such  positions,   responsibilities  and 
education  vary.     For  example,   a  high  school  graduate  may  manage  a  small 
community  center  while  a  Physical  Education  graduate  could  be  in  charge  of 
an  entire  sports  complex. 
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Activity  Leader 

An  activity  leader's  main  purpose  is  to  interest,   inform  and  involve  as 
many  people  as  possible  in  a  chosen  activity.     Each  leader  is  responsible  for 
planning,   organizing,   and  running  his  or  her  own  groups.     Frequently,  this 
occupation  has  its  beginnings  as  a  hobby,  with  knowledge  being  gained  through 
both  experience  and  recreational  classes.     In  time,   the  person  has  enough 
background  to  teach  others  so  is  able  to  work  for  a  community  organization  or 
can  open  a  small  business.     For  example,  a  lady  has  been  interested  in 
ceramics  for  six  to  seven  years,   taking  courses  at  various  studios  and  doing 
many  at-home  projects.     She  can  share  her  skills  with  others  by  teaching 
ceramics  to  groups  at  a  local  community  hall.     The  pay  for  community-related 
work  is  low  but  personal  benefits  are  high.     You  get  a  very  good  feeling  from 
seeing  others  produce  or  achieve  something  with  which  they  are   satisfied.  The 
pay  range  is  from    the  minimum  wage  to  $8.00  per  hour  (1980). 


Playground  Supervisor 

Several  Alberta  towns  and  cities  employ  persons  for  the  summer  months 
to  act  as  playground  supervisors.     Edmonton,  Calgary,   and  Lethbridge  operate 
special  leadership  training  courses. 

A  playground  leader  has  vast  responsibilities.     The  person  must  know 
games,   sports,   arts  and  crafts,   songs,   camping  skills  and  first  aid  as  well  as 
have  the  skills  to  lead  others  in  such  activities.     Age  groups  on  the  play- 
grounds range  from  three  years  to  those  in  their  late  teens  and  the  supervisor 
must  have  activities  at  his  or  her  fingertips  for  all  of  them. 

The  pay  for  playground  supervisors  is  low  but  the  experience  is 
invaluable  for  those  who  later  wish  to  enter  the  fields  of  recreation  or 
education . 


Swimming   Instructors  and  Life  Guards 

Qualified  swimming  instructors  are  in  demand  for  employment  at  m.unicipal 
pools,   summer  resorts,   and  summer  camps  throughout  Alberta.     Their  duties 
include  swimming  instruction  and  lifeguarding ,     To  be  eligible  for  such 
positions,   a  person  must  be  a  certified  lifeguard  according  to  the  Royal  Life 
Saving  Society  of  Canada  and  must  be  18  years  old.    Rates  range  from  $5.00 
to  $U.OO  per  hour  (1983),   depending  on  the  level  of  skill  required. 


Recreation  Leader 

Because  recreation  leaders  are  needed  in  Alberta,   the  provincial  govern- 
ment operates  an  annual  four  week  training  course  in  July  and  August  for 
part-time  recreation  leaders.     These  people  are  eligible  to  receive  permanent 
certificates  as  recreation  leaders. 
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Recreation  directors  for  hospitals,  -Y.M.C.A.'s,  Y.W.C.A.'s,  children's 
homes,  residential  schools,  and  boys'   and  girls'   clubs  require  trained 
recreation  leaders  to  organize  and  direct  their  recreational  programs. 


This  job  is  different  from  that  of  the  activity  leader  in  that  the 
recreation  leader  must  have  a  broader  knowledge  plus  skills  in  managing 
others.  Although  he  or  she  may  do  some  of  the  activity  leading,  this  person 
is  not  necessarily  the  one  who  leads  all  activities  of  a  community.  A 
recreation  leader  is  responsible  for  finding  and  scheduling  leaders  for  his  or 
her  area.  Preference  for  such  jobs  is  given  to  university  graduates  with 
experience  in  the  recreation  field.  Salaries   start  at  the  minimum  wage  and 
go  up    depending  on  the  duties  and  the  community. 


Recreation  Director 

This  is  a  management  position.     Recreation  directors  must  promote  and 
administer  recreation  programs  and  demonstrate  leadership  skills  or  assist 
others  to  do  so.     Responsibilities  include  introducing  new  programs  and 
equipment  to  the  staff,  training  personnel  and  evaluating  their  work,  and 
searching  out  the  needs  of  the  community.     Although  such  work  is  very 
complex,  it  can  be  summed  in  two  words  -  supervising  personnel.     To  get 
such  a  position,  a  degree  in  Recreation  Administration  or  Physical  Education 
plus  many  year's  experience  in  various  recreation  positions  is  required. 


Physical  Educationalists 

Graduates  with  the  degree  of  Bachelor  of  Physical  Education  are 
being  employed  in  both  the  fields  of  recreation  and  physical  education. 

Many  graduates  acquire  a  teaching  certificate  and  go  directly  to 
schools.     Their  salaries  are  the  same  as  other  teachers  in  the  division, 
district,  and  province  of  their  choice.     However,  each  year  a  limited 
number  of  small  towns  require  recreation  directors  and  leaders.  Physical 
educationalists  take  such  jobs. 

As  well,   some  go  into  sports,  work  at  health  clubs,  and  take  jobs  at 
private  institutions. 
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BUSINESS,  OFFICE,  AND  CLERICAL 


Office  work  usually  offers  excellent  working  conditions.  Offices  may 
be  crowded  but  there  is  proper  heating,  lighting,   and  ventilation. 
Starting  pay  is  dependent  upon  level  of  education  and  training,  the 
firms  doing  the  employing,  and  the  locality,  with  quick  advancement  to 
qualified  workers.     Holidays  are  two  to  three  weeks  and  it  is  normal 
to  expect  a  37-2  hour  week  spread  over  5  days.     Usual  hours  are  from 
8:00  or  9:00  a.m.  to  4:00  or  5:00  p.m.  with  two  coffee  breaks  and  an 
hour  lunch  break.  Many  offices,   however,   have  a  flexible  time  table. 
This  allows  workers  to  come  in  earlier  if  they  like  in  order  to  leave 
earlier  in  the  day  or  take  extended  lunch  hours.     Large  organizations 
provide  many  fringe  benefits  -  life  insurance,  pension  plans,   and  dental 
plans.     Days  off  with  pay  for  sickness   are  usually  the  rule  as  long  as 
these  "sick  days"  are  not  too  frequent. 


A  businessperson  must  be  alert,   neat,   and  well-groomed  with  an 
emphasis  on  cleanliness.     All  office  workers  should  be  able  to  spell 
correctly,   have  a  good  command  of  the  English  language,   and  be  able 
to  type  to  some  degree. 
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<  DEMAND  ^ 


THE  CLERICAL  HIERARCHY 


As  with  any  other  occupation,   the  more  training  and  responsibility  you 
have  and  the  more  specialized  you  are,   the  higher  your  wages  will  be.  Where 
there  are  lots  of  jobs  available,   the  wages  tend  to  be  lower.     As  you  gain 
skills  and  confidence,  your  position  and  wages  can  rise. 

Below  are  some  detailed  descriptions  of  business-oriented  careers. 


Court  Reporter 

Court  reporters  record  proceedings  in  courts  of  law  using  manual  or 
machine  shorthand.     During  trials  they  may  have  to  read  portions  of  their 
notes  aloud.     Later  the  notes  must  be  transcribed  into  written  copy  using 
dictaphones,  computer  terminals,  or  typewriters.     Court  reporters  work 
wherever  a  "word  for  word"  record  is  required  -  hearings,   lectures,  or 
parliamentary  settings.     This  is  highly  stressful  work  and  it  may  require 
extensive  travel. 

Court  reporters  start  at  $1  250  -  $1  500  per  month   (1982)   and  can  earn 
up  to  $2  500  monthly  if  working  in  the  Supreme  Court. 
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Secretary  and  Stenographer 

The  qualifications  are  the  same  as  for  a  stenographer  but  considerable 
experience  as  a  stenographer  is  needed  before  one  can  become  a  secretary. 
A  secretary  must  be  able  to  assume  responsibility,  to  organize,  and  to  take 
care  of  details.     Duties  may  include  making  appointments  for  the  boss, 
handling  records  and  correspondence,  and  interviewing  visitors.  Specialized 
business  training  is  required  often  as  an  Agricultural  Secretary,  Bilingual 
Secretary,  Executive  Secretary,  Industrial  Secretary,  Legal  Secretary  or 
Medical-Dental  Secretary.     Some  secretaries  to  persons  in  high  positions 
(government  ministers)  may  even  be  required  to  have  a  university  education « 
Salaries  vary  greatly  but  the  range  in  urban  areas  is  $800  to  $1  700  (1981) 
per  month. 

A  stenographer  requires  all  of  the  qualifications  of  a  typist  and  must  have 
a  shorthand  speed  of  90-100  words  per  minute.    Duties  include  taking  and 
transcribing  shorthand,  typing  letters  and  reports,  filing,  handling  mail,  and 
receptionist's  work.     The  demand  is  good. 


Typi  St 

A  typing  speed  of  50  words  per  minute  is  the  usual  requirement.  As 
well  one  should  take  English,  office  practise,  business  machines,  accounting, 
mathematics,  and  transcription  courses  in  high  school. 

There  are  four  types  of  workers.    A  general  typists  spends  seventy- five 
percent  of  the  time  typing  letters,  reports,  invoices,  or  manuscripts.  In 
comparison  a  clerk  typist  spends  time  maintaining  files,   sorting  mail,  answerim 
the  telephone,  and  operating  office  machines  in  addition  to  typing.  Specialty 
typists  use  machines  similar  to  a  typewriter  keyboard  such  as  teletypewriters, 
keyboard  composing  machines,  and  word  processors.    Die tating- machine 
typists  make  written  copies  of  information  from  dictating  machines. 

Starting  salary  for  a  typist  in  1982   was  ^50    per  month. 
General  Clerk 

A  general  clerk  performs  routine  duties  such  as  running  errands,  delivering 
messages,  writing  and  proofreading  simple  documents,   sorting  and  filing 
records,  addressing  mail,   recording  information,  and  answering  telephones. 
In  some  cases  a  clerk  would  be  required  to  type.     A  general  clerk  with 
community  college  training  and  two  years  experience  averages  $13  500  (198^).  (J 
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Stock  Clerk 

A  stock  clerk  prices  and  checks  merchandise  as  it  is  received  and  looks 
after  stock  control  systems  and  stock  records.    A  good  deal  of  manual  work 
is  involved.     Salaries  vary  with  the  type  of  employment.     Stock  clerks  with 
community  college  training  and  two  years  experience  average  $11  ^00  (1984). 


Bookkeeper  (Accounting  Clerk) 

This  worker  is  responsible  for  maintaining  business  records.     In  small 
offices  a  bookkeeper  may  calculate  wages,  write  out  cheques,  make  monthly 
customer  statements,  take  orders,  and  make  bank  deposits.     In  larger 
businesses  such  functions  can  be  broken  into  small  segments.     In  such  cases 
each  worker  may  be  given  a  title  according  to  his  or  her  function  (for 
example  -  payroll  clerk).     All  require  a  course  in  bookkeeping  backed  by 
the  kind  of  even  temperament  which  permits  continuous  work  under  pressure 
and  careful  attention  to  detail.     Typing  is  not  a  requirement,  but  is  a 
definite  advantage.     Starting  salaries  are  from  $700  to  $1  250  per  month. 
With  several  years  experience,  this  rises  to  $1  300  or  more  (1982). 


Bank  Teller 

Duties  are  to  receive  and  pay  out  money,  and  to  keep  records  of  trans- 
actions.    Service  charges  may  need  to  be  computed,  cheques  filed,  and  utility 
bills  paid.     Some  sell  foreign  money,  travelers  checks  and  savings  bonds. 
In  addition,  a  bank  teller  may  need  to  know  how  to  run  office  machines  as 
he  or  she  may  need  to  do  record  keeping.     It  is  taken  for  granted  that  tellers 
are  courteous  and  work  quickly.     They  definitely  need  a  mathematical  ability 
and  knowing  another  language  would  be  an  asset. 


Cashier 

Cashiers  are  usually  trained  on-the-job.     One  may  be  used  in  each 
department  of  an  office  and  especially  in  those  receiving  credit  payments. 
Accuracy  and  speed  are  necessary.     Salaries  vary.    A  cashier  may  start 
at  minimum  wage  or  start  as  high  as  $10.60  per  hour.     Other  benefits  may 
include  discounts  within  the  company  (1982  ). 
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Receptionist 

Pleasant  personality,  smart  appearance,  and  ability  to  meet  the  public 
are  essential.     There  are  very  few  office  positions  requiring  receptionist 
duties  only.     Most  receptionists  have  many  other  duties,  usually  including 
typing  and  bookkeeping.     In  a  dentist's  office,  for  example,   the  receptionist 
is  often  a  chair  assistant  too.     In  all  such  cases  salaries  are  based  on  other 
skills.    A  good  speaking  voice  and  good  English  are  essential.  For 
reception  work  alone,   the  pay  is    $900  per  month  (1982). 

Telephone  Operator 

A  telephone  operator's  main  duty  is  to  provide  directory  assistance, 
complete  long  distance  calls,  record  charges,  and  help  in  emergencies.  In 
addition  he  or  she  may  handle  business,  message,  conference  or  other 
special  service  calls, 

A  clear  speaking  voice,  reliability,  punctuality,  tactfulness,  and  a  high 
ability  to  concentrate  is  required.     One  must  be  17  years  old  and  have  Grade 
X  but  Grade  XII  is  preferred.     On-the-job  training  is  usually  provided  by 
the  employer. 

Earnings  range  from    $875  per  month  and  average  $1300  monthly  (1982). 
monthly 


Switchboard  Operator 

Switchboard  operators  are  employed  in  hotels,  hospitals,  and  large  offices. 
A  good  speaking  voice  and  pleasant  manner  are  required  as  receptionist  work 
is  usually  part  of  this  job.     As  well,   some  typing  skill  is  required  as  one 
may  be  called  upon  to  do  routine  office  duties  when  not  busy  with  the  switch- 
board itself. 


Travel  Consultant 

A  travel  agent  advertises,  promotes,  and  sells  travel  services.  The 
person  offers  such  services  to  the  public  at  no  cost,  and  receives  commissions 
from  the  firms  represented.     Such  firms  include  transportation  companies, 
accommodation  facilities,  nightclubs,   tour  facilities,  and  food  service 
establishments.     The  travel  consultant's  responsibility  is  to  get  clients  to  their 
destinations  and  back,  provide  them  with  suitable  accommodations,  and  some- 
times to  even  arrange  for  tours,   rented  vehicles,  and  nightlife.  Inexperienced 
counsellors  started  at  $8^5  monthly     in  1982  and  often  earned  additional  commis- 
sions.   Travel  indicates  a  time  of  prosperity  so  presently  the  field  is  not  a  busy, 
expanding  one.    Competition  is  keen  for  positions,  and  one  must  generally  start 
at  a  low  paying  job. 
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Office  iMachine  Operator 

Automation  has  increased  the  need  for  office  machine  operators.  Workers 
are  usually  trained  on-the-job  but  it  is  wise  to  have  a  typing  background  and 
some  training  in  business  education.  An  operator  may  use  postal,  adding, 
duplicating,  or  photocopy  machines  as  well  as  collators  and  staplers. 
Comptometers,  calculating  machines,   and  computers  are  some  of  the  more 
sophisticated  machines  one  may  learn  to  operate. 


Data-Control  Clerk 

Other  names  for  this  occupation  are  computer  analyst,   system  organizer, 
production  coordinator,  or  operation  analyst.     A  data-control  clerk  handles 
data  going  to  or  returning  from  the  computer.     One  must  insruct  the  computer 
to  use  appropriate  programs  to  produce  the  desired  results.     The  computer 
output  must  be  checked  for  accuracy  and  the  results  must  be  distributed  to  the 
appropriate  clients.     Salaries  range  from  $17  ^00  to  $20  900  (1985). 


Computer  Operator 

An  operator  runs  computers  according  to  instructions  prepared  by  a 
programmer.     Onemust  be  alert  in  order  to  correct  error  messages.  Responsi- 
bilities include  deciding  in  which  order  programs  will  run  as  well  as  recording 
of  operating  times.  Shiftwork  is  necessary.   Starting  salaries  range  from 
$1000  to  $1200  monthly  (1982). 


FOR  iViORE  COMPUTER-ORIENTED  OCCUPATIONS  SEE  COMPUTER  PROGRAMMER, 
SYSTEMS  ANALYST,  AND  COMPUTER  TECHNICIAN  ON  PAGE  10  OF  LESSON  THREE. 
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SALES 


There  are  many  types  of  intangible  selling,   such  as  advertising,  life 
insurance,   general  insurance,   banking  services,   education,   and  religion  as  well 
as  sales  of  tangible  items  like  machinery,   food,  cosmetics,   houses,  clothes, 
and  cars.     Wholesale  or  travelling  salespeople  are  in  considerable  demand  in 
both  fields.     They  are  usually  given  certain  districts  where  their  firm  already 
has  a  number  of  clients  or  customers.     They  are  expected  to  satisfy  and 
expand  this  existing  market.     This  type  of  work  means  being  away  from  home 
a  great  deal.     Specialty  salesmen  or  saleswomen  are  those  who  deal  in  such 
things  as  vacuum  cleaners,   automobiles,   stocks,   bonds,   and  real  estate.  They 
must  usually  create  the  initial  interest  themselves  which  makes  their  work 
considerably  more  difficult.     They  do,   however,   make  more  money  than  other 
types  of  sales  personnel. 

When  a  salesperson  is  working  on  a  commission  basis  he  or  she  makes  a 
percentage  of  the  sales  price  of  the  article  or  service,   and  the  more  sales 
made,   the  more  money  received.     This  method  is  usually  employed  by 
commerical  travellers,   and  by  salespeople  of  insurance,   real  estate,  appliances, 
automobiles,   and  services  of  various  kinds.     The  salary  plus  commission 
method  of  remuneration  is  used  in  many  lines  especially  in  the  retail  business 
where  personnel  are  paid  a  minimum  salary.     They  are  often  given  a  certain 
quota  of  sales  which  must  be  maintained,   but  on  sales  made  above  this  quota, 
they  receive  a  small  commission.     A  straight  salary  arrangement  for  payment 
is  favored  by  some  firms  and  actual  remuneration  is  not  tied  in  as  closely 
with  the  results  of  the  salesperson's  work  as  in  the  other  two  methods  of 
payment,   although  salary  is  raised  when  an  unusually  good  job  is  done  over  a 
long  period  of  time. 

A  successful  salesman  who  can  sell  himself  and  his  product  is  always  in 
demand.     There  are  great  opportunities  of  advancement  into  sales  executive  or 
sales  management  positions  where  the  person  is  assured  of  an  enviable  income. 
It  may,   however,   demand  frequent  absence  from  home  and  working  in  the 
evenings;   moreover,   self-discipline  is  vital.     Many  individuals  who  enter  this 
career  do  so  because  they  think  it  is  an  easy  way  to  make  money.     They  are 
disappointed  because  they  are  not  willing  to  pay,   in  hard  work,   the  price  that 
is  necessary  for  success. 
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Sales  Representative 

Sales  representatives  sell  goods,   merchandise,   land,   securities,  transport- 
ation,  and  special  services  in  a  store  or  within  a  given  territory.     They  must 
tell  of  the  merits  of  their  product  and  hope  that  it  will  be  bought  even  if 
there  was  no  desire  before  the  meeting  with  the  representative. 

There  are  several  methods  by  which  wages  may  be  paid: 

1.  commissions  only, 

2.  salary  plus  incentive,  and 

3.  salary  only. 


Usually  the  salary  method  is  restricted  to  areas  where  a  representative's  role 
will  have  limited  impact  on  the  total  company  sales. 

There  are  advantages  to  sales  work  because  no  educational  requirement  is 
necessary  but  many  times  success  in  sales  is  what  salaries  are  based  on.  No 
buying  by  prospects  means  no  money. 


Sales  Clerk 

The  demand  for  good  salespeople  is  high,   but  only  those  with  outstanding 
qualities  advance.     These  people  become  specialists  in  their  fields  and  may 
eventually  join  the  executive  staff.     Companies  do  "promote  from  within",  so 
executives  and  senior  personnel  are  recruited  from  employees,   beginning  as 
learners  and  absorbing  company  policies  and  procedures  through  experience. 

Sales  clerks  often  receive  minimum  wage.     Advanced  executive  positions, 
however,   are  very  highly  paid. 


SERVICE 


Firefighter 

A  firefighter's  duty  is  to  protect  lives  and  property  from  fire  by 
preventing  and  fighting  fires.     In  recent  years  this  occupation  has  been  found 
to  be  the  most  hazardous  occupation  in  North  America.     One  must  be  20-25, 
5'9"  or  over  160  lbs.,   and  have  20/20  vision.     A  Class  3  motor  vehicle  license 
is  a  must.     Often  departments  hire  women  as  communication  officers,  fire 
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prevention  engineers,   and  personnel  managers.     Actual  firefighting  is  no 
longer  closed  to  women. 

Demand  for  firefighters  varies  with  locationo     Basic  training  is  given 
by  the  municipality  and  salaries  average  $35  600  annually   (1983)   in  large 
cities . 


Royal  Canadian  Mounted  Police 

To  become  a  member  of  the  Royal  Canadian  Mounted  Police,   you  must  be 
a  Canadian  Citizen,   between  18-29  years  old,   physically  fit,   with  weight  in 
proportion  to  height,  good  in  character,   have  no  criminal  record,   be  fluent  in 
English  or  French,   and  possess  a  valid  motor  vehicle  operator's  license. 
Applicants  may  wear  eyeglasses  but  must  meet  required  standards  without 
visual  aids  and  in  all  cases,  vision  must  be  corrected  to  20/20.     A  Grade  Twelve 
Diploma  is  a  must. 

Applicants  are  given  qualifying  entrance  examinations  and  their  suitability 
for  the  force  is  determined  by  results  on  these  examinations  plus  above  qual- 
ifications.     (Contact  your  local  R.C.M.P.   recruiting  office  for  additional 
information . ) 

After  acceptance  into  the  force,   six  months  of  training  is  taken  at  Regina« 
Upon  completion  of  the  course,   the  officer  is  posted  to  a  division  outside  his 
or  her  home  province. 

Salaries  for  R.C.M.P.   Constables  start  at    about  $2Z^  500  (1982). 


Municipal  Police  Officer 

The  influx  of  law-related  movies  and  television  programs  make  occupations 
in  this  field  look  exciting  and  challenging;   however,   police  officers  also  have 
unpleasant  and  routine  duties.     And,   do  remember,   that  with  the  excitement 
comes  the  danger  of  personal  injury  or  loss  of  life. 

Duties  of  a  police  officer  depend  on  the  size  of  the  municipality  in  which 
he  or  she  is  hired.     In  smaller  cities  the  duties  would  be  widely  varied  as 
compared  to  large  areas  where  the  police  force  is  broken  into  units.  Police 
officers  perform  three  major  tasks  -  prevent  crime  and  protect  property, 
apprehend  offenders,   and  handle  traffic.     They  usually  work  a  five-day  week 
at  eight  hours  per  day  but  this  is  shift  work  so  the  police  officer  works 
evenings,   nights  and  weekends. 
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Qualifications  necessary  for  entrance  are  usually:     Canadian  citizen  or 
British  subject,   20-30  years  old,  5 '8"  for  men  and  5'i"  for  women  with 
weight  proportional  to  height,   physically  fit,  of  good  moral  character  and 
habits,   and  holder  of  a  high  school  diploma.     Applicants  also  are  required  to 
take  medical  and  entrance  examinations.     (Entrance  requirements  vary  v/ith  each 
municipality.     Check  these  requirements  with  your  local  police  force.) 

Training  is  provided  by  the  municipality  and  is  usually  three  months  in 
length.      A  one-to-two  year  Police  Science  course  can  be  taken  at  Mount  Royal 
College  in  Calgary  for  those  interested  in  policework. 

Salaries  in  the  police  force    for  constables  with  two  years  experience  and 
college  training  average  $25  400  (1984). 


Security  Guard 

Investigation  agencies  employ  people  to  do  patrol  and  guard  work, 
investigations,   and  industrial  and  business  property  protection.  Reliable 
employees  are  in  increasing  demand  by  businesses  and  part-time  work  is 
available  on  holidays  such  as  Christmas  and  Exhibition  periods.  Present 
trends  are  the  growth  of  electronic  alarm  systems  so  security  specialists  who 
have  electronic  or  electrical  training  will  be  required.     Requirements  for 
security  guards  are:     19  years  old,   at  least  Grade  Nine,   physically  fit,  no 
criminal  record,   and  dependable.     Pay  is  usually  by  the  hour.  Guards  start 
at  the  minimum  wage  and  the  pay  goes  up  depending  on  experience  and  the 
nature  of  the  job. 


Chef 

A  chef  supervises  kitchen  staff  and  co-ordinates  activities  of  the  kitchen. 
If  it's  a  small  operation,   a  chef  may  do  the  cooking.     In  large  establishments 
such  as  hotels,   he  or  she  may  just  plan  menus,  check  the  quality  and  quantity 
of  food,   purchase  supplies,   and  supervise  personnel.     A  Cook   (one  who 
prepares  food  according  to  menu)   receives  $750  -$1  000  per  month  to  start 
and  can  rise  to  $20  000  annually.     Executive  chefs  earn  as  much  as  $40  000 
(1980). 


Waitress/Waiter 

A  waitressing  job  is  generally  available  to  anyone  over  16  years  of  age. 
The  worker  must  be  pleasant  and  be  neat  and  clean.     Salaries  are  only  at 
minimum  wage  level  and  since  this  is  an  unskilled  occupation,  advancement 
is  limited.     One  can  work  up  to  a  head  waitress/waiter  or  to  a  host/hostess. 
Tips  can  double  or  triple  the  basic  wages  especially  in  luxury  dining 
establishments . 
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Funeral  Director 

Part  of  a  funeral  director's  duty  is  to  help  those  who  are  emotionally 
upset  take  the  loss  of  a  loved  one  more  easily.     By  taking  care  of  burial 
arrangements,  this  person  is  performing  necessary  service.     The  job  here 
is  primarily  one  of  organization  -  helping  to  prepare  the  family  for  the 
funeral,  selecting  a  casket  and  burial  clothes,  plus  arranging  for  transportation. 
He  or  she  files  death  certificates,  obtains  burial  permits,  and  prepares 
newspaper  notices.     Some  directors  also  do  embalming.     The  need  for 
directors  will  increase  in  the  future. 

Embalmer 

The  duties  of  such  work  are  varied  and  may  include  general  cleaning  of 
the  funeral  home;  arranging  of  floral  pieces;  guiding  the  family  during  the 
service;  and,  driving  funeral  cars.     Actual  embalming  work  is  fitted  into  this 
schedule  and  involves  preparing  bodies  by  washing  with  germicidal  soap, 
injecting  chemicals  into  the  bodies  to  preserve  them,  dressing  them,  then 
adding  make-up  to  obtain  a  natural  coloring.     This  may  seem  like  a  ghoulish 
occupation,  but  is  a  very  necessary  one  in  which  the  need  for  personnel  will 
increase. 

There  is  a  two  year  apprenticeship  (with  a  nine  week  course  set  by  the 
Alberta  Funeral  Service  Association)  necessary  to  become  an  embalmer. 
Grade  Eleven  is  required  and  the  applicant  must  be  19  or  older.  An 

embalmer  with  college  training  and  two  years  experience     averages  $21  700 
(1984). 


Barber 

Barbers  (now  called  barber- stylists)  not  only  cut  hair,  shampoo  it,  and 
trim  beards  and  moustaches  but  also  are  skilled  in  hairstyling,  colouring, 
straightening,  and  waving.     Sometimes  they  are  also  requested  to  give  facials, 
hair  treatments,  and  scalp  conditioning  massages  or  to  fit  hair  pieces. 

A  barber  can  work  in  a  large  shop  along  with  several  other  employees  or 
own  a  small  shop.     The  hours  are  long,  and  the  feet  and  back  often  suffer. 
Wages  are  calculated  on  a  percentage  basis.    An  employee  receives  from 
60  -  80%  of  the  amount  taken  into  the  shop.      The  average  starting  salary 
is  $1100  to  $1200  a  month  (1982). 
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An  essential  qualification  for  any  occupation  in  the  hairstyling-beauty 
field  is  the  desire  to  provide  a  service  for  the  public.     These  people  work 
closely  with  others  -  taking  care  of  their  personal  needs  by  making  them  feel 
or  look  better.     Because  of  their  personal  contact,   they  must  be  well-groomed, 
friendly,   and  able  to  put  people  at  ease.     They  must  be  good  conversationalists 
and  be  knowledgeable  about  current  events.     Good  health  and  stamina  to  stand 
all  day  and  work  long  hours  is  essential.     And,   remember,  clients  will  only 
return  if  the  work  is  done  to  their  satisfaction. 


Hairdresser  (Beautician,  Hairstylist) 

There  is  a  shortage  of  qualified  hairdressers  so  the  opportunities  are 
vast  for  the  man  or  woman  who  enters  this  field.     The  impact  of  fashion  on 
the  public  has  made  the  work  of  barbering  and  hairdressing  much  closer  and 
has  created  "unisex"  shops  that  cater  to  both  sexes.     The  work  done  is  very 
similar,   except,   perhaps,  that  much  of  the  hairdresser's  business  is  geared  to 
curling  and  combing  out  the  hair. 

A  hairdresser  will  not  get  rich  but  wages  will  allow  a  comfortable  lifec 
Usually  pay  is  a  combination  of  a  daily  wage  plus  a  commission.  Starting 
salaries  run  from  $1000  to  $1200  a  month  (1982). 


Cosmetologist  ( Aesthetician ) 

This  work  can     include  manicures,   pedicures,   hair  removal,   facials  and 
make-up  and  may  even  involve  skin  analysis  and  sales  of  cosmetics.  Starting 
salary  is  $800    to  $900  per  month  (1982). 

Work  is  available  in  beauty  salons,   department  stores,  cosmetics  companies, 
and  television  or  movie  studios.     As  well,  one  may  open  a  private  practice  in 
this  field.     Cosmetologists  sometimes  become  Make-up  Artists  although  their 
training  only  provides  a  basis  for  such  a  career  as  special  techniques  must  be 
used  for  stage  and  television  lighting. 


Licensed  Masseurs/Masseuses 

A  licensed  masseur  or  masseuse  gives  body  conditioning  treatments  for 
health  purposes.     These  may  include  ultraviolet,   infra-red,   water  treatments, 
or  therapeutic  baths  prescribed  by  medical  advisors.     Work  is  available  in 
health  clinics,   hospitals,   and  fitness  centres. 
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Flight  Attendant 

Travel,  public  contact,  and  adventure  in  foreign  lands  make  this  occupation 
a  popular  choice.     Competition  is  keen  and  standards  are  high.     The  field  of 
flight  attendance  is  virtually  closed  at  present  -  there  are  very  few  vacancies. 
(Do  note  that  these  are  no  longer  called  stewardesses  and  that  males  as  well 
as  females  are  accepted.) 

Emphasis  for  entrance  into  such  work  is  placed  on  good  grooming,  work 
experience  with  the  public, and  a  sympathetic  and  understanding  nature. 
Various  height  and  weight  restrictions  are  imposed  and  the  person  must  have 
good  eyesight  (contact  lenses  are  acceptable).     As  well,  Canadian  airlines 
prefer  bilingual  applicants.     The  more  languages  in  which  one  is  fluent,  the 
better  chance  he  or  she  has  of  being  accepted. 

The  flight  attendant  acts  as  a  host  or  hostess  and  renders  a  variety  of 
services  to  passengers  on  an  aircraft  in  order  to  make  their  flight  as  pleasant 
and  enjoyable  as  possible.     Meals  are  served  which  have  been  prepared  in 
kitchens  on  the  ground  prior  to  flight  departure,  and  drinks  are  prepared  and 
served  on  some  flights.     The  flight  attendant  is  required  to  have  a  sufficiently 
complete  knowledge  of  the  company's  services  so  that  requests  from  passengers 
for  information  regarding  their  flight,  flight  connections,  and  hotel  accommoda- 
tions can  be  intelligently  answered.     On  completion  of  the  four  to  nine  week 
training  program,  the  flight  attendant  is  assigned  to  flight  duties  at  the  base 
where  the  company  has  a  vacancy.     Flight  attendants  earn  $650  -  $975  per 
month  to  start   (1980) . 


Tour  Guide  (Travel  Escort) 

There  are  two  types  of  tour  guides.     The  first  type  escorts  sight- seeing 
tours  through  museums,  galleries,  government  buildings,  or  historical  sights. 
They  provide  interesting  facts  about  the  location  and  answer  questions.  Average 
pay  is  $5.50  to  $9.00   per  hour  (1982  ). 

A  second  type  of  escort  actually  travels  with  a  group.     The  guide  points 
out  places  of  interest  and  gives  data  about  them.     As  well  this  job  includes 
arranging  for  coffee  breaks,  dining  stops,  hotel  rooms,  nightclub  tours,  and 
recreational  activities.     The  travel  escort  must  pay  bills  and  keep  records  up- 
to-date. 
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One  must  be  outgoing,  tactful,   patient,   and  enthusiastic.     A  good 
knowledge  of  geography  and  history  is  essential  and  a  second  language  is 
helpful . 


Ship's  Steward 

Ship's  stewards  also  start  out  as  waiters,   and,   as  in  the  railroad, 
promotion  is  on  the  basis  of  experience  and  seniority.     A  steward  must  keep 
all  the  time  records,  check  that  there  is  sufficient  stock  on  board,  order 
supplies  and  handle  invoices.     As  well,   he  keeps  track  of  employees;  takes 
care  of  passenger  complaints;   waits  on  tables;   clean  cabins,   lounges,  dining 
areas,   and  washrooms;   changes  linens  and  towels;   washes  dishes;   and  carries 
passengers'  baggage. 


Ship's  Purser 

A  purser's  work  requires  a  high  school  diploma  with  courses  in  book- 
keeping and  typing.     This  is  a  job  for  which  several  years  of  experience  are 
needed.     A  person  can  start  out  as  a  kitchen  helper,   waiter,  or  storeman  and 
slowly  work  up  to  the  purser  position.     A  purser's  duties  are  mostly  adminis- 
trative.    This  person  supervises  all  activities  including  kitchen  work  and  does 
checks  on  cleanliness  of  the  ship.     First  aid  and  entertainment  are  other 
responsibilities  and  some  accounting  may  need  to  be  done.     This  job  is 
essentially  a  public  relations  one  and,   although  hours  may  be  from  8  a.m.  to 
5  p.m.,   the  purser  must  actually  be  on  call  lU  hours  a  day  when  required  to 
satisfy  people's  needs.     A  disadvantage  of  such  a  position  is  that  ship 
workers  can  be  away  from  their  families  for  weeks  at  a  time. 


Domestic  Service  Personnel 

There  is  a  high  demand  for  people  in  this  area  and  working  conditions 
are  usually  good.     In  some  cases,   where  it  is  necessary  to  take  complete 
charge,  an  older  person  is  preferred.  However  reliable  younger  persons  can  also 
find  good  work  in  this  area.     A  "live-in"  domestic  is  often  considered  part  of 
the  family  and,   although  the  pay  is  not  high,   there  are  other  benefits  such 
as  free  room-and-board ,  which  should  be  considered.     Housekeepers,  house- 
cleaners,  babysitters,  butlers,   nurse  maids,  or  private  companions  fall  into 
this  category.     The  wages  vary  just  as  the  occupation  and  situation  differs. 
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FARMING 


The  day  of  the  individual  farm  operation  may  not  last=   Increasing  costs 
of  land  and  machinery  are  driving  people  to  urban  centres  and  large 
operations  are  slowly  emerging  in  the  farming  industry. 

For  those  who  wish  to  continue  farming  and  have  the  capital  to  start  a 
farm  or  have  inherited  a  farm,  the  occupation  is  one  of  the  few  left  in  which 
you  are  a  totally  independent  person ,     A  farmer  functions  as  a  manager ,  book- 
keeper,  soil  expert,   animal  keeper,  veterinarian,   laborer,   and  salesman.  A 
farmer  takes  part  in  the  total  operation  -  right  from  the  first  thoughts  of 
planting  and  preparing  the  soil  for  planting  to  sales  of  the  season's  product. 

To  increase  the  farmer's  knowledge  of  modern  methods  and  materials,  the 
provincial  government  runs  agricultural  courses  at  Olds,   Fairview,  and 
Vermilion   (Lakeland)  Colleges.     Most  graduates  of  these  courses  return  to 
work  on  the  farm  but  an  Increasing  number  secure  employment  as  grain 
buyers,   field  service  people  for  grain  companies,   salespeople  for  fertilizer 
firms  and  other  farm  supplies,   agricultural  board  supervisors,  implement 
agents,  creamery  workers,   and  hatchery  workers.     Salaries  in  these  fields 
vary  widely. 

See  information  about  the  Alberta  Green  Certificate  Farm  Training 
Program  on  page  31  of  Lesson  9. 


PROCESSING 


Butcher 

A  butcher's  job  is  not  that  of  only  meat  cutting.     He  must  know  how 
to  buy  meat,   how  to  determine  its  quality  and  how  to  deal  with  the  public. 
He  should  be  able  to  estimate  the  amount  needed  per  day  and  must  know  his 
customer's  needs.     This  occupation  requires  heavy  lifting.     Employment  is 
available  at  meat  markets,  grocery  stores,   packing  companies,  wholesale 
supply  houses,   restaurants,   hotels,   and  hospitals.    Demand  for  butchers  is 
increasing . 
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MACHINING 

Welder 

A  welder  joins  metal  together  by  fusion  using  an  acetylene  flame  or  an 
electric  arc.  A  journeyman  welder  can  earn  as  high  as  $22.00  Der  hour,  in 
some  areas  of  Canada  (1983)« 


Refrigeration  Mechanic 

This  person  installs  and  maintains  refrigerating  systems. 


Machine  Shop  Worker 

Machine  shop  occupations  include  tool  and  die  makers,  machinists, 
set-up  men  and  lay-out  men,   and  less  skilled  machine-tool  operators.  Training 
is  usually  through  apprenticeships  for  skilled  work  and  through  on-the-job 
training  for  semi-skilled  work. 

A  journeyman  mechanic  averages  $16  900  with  two  years  of  experience 

(1984). 


Moulder,  Coremaker,  Patternmaker 

These  three  occupations  are  found  in  foundries.     Such  workers  are 
employed  to  pour  molten  metal  into  a  mould  to  obtain  various  metal  shapes. 
Making  the  moulds  is  actually  the  work  done  by  these  skilled  workers  while 
semi-skilled  workers  called  Chippers,  Grinders,   and  Shakeout  Men  do  the 
pouring.     Moulders  and  coremakers  generally  get  less  pay  than  patternmakers. 


Sheet  Metal  Workers 

These  people  work  with  light-gauge  sheet  metal  in  the  production  of 
heating,  ventilation,  and  air  conditioning  systems.     Often  they  assemble  the 
parts  in  a  workshop,  but  sometimes  must  make  or  adjust  these  right  at  the 
site.     Such  workers  are  also  qualified  to  install  metal  roofing,  wall  sidings, 
drainage  gutters,   and  partitions.     Construction  is  not  the  only  industry  where 
sheet  metal  workers  are  hired.     They  work  in  automobile  plants,  agricultural 
implement  factories,  boat  factories  and  aircraft  industries  as  well. 
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PRODUCT  FABRICATING,   ASSEMBLY  AND  REPAIR 


Radio  and  Television  Technician 

The  radio  and  television  technician  services  and  repairs  receiving  equip- 
ment.    He  or  she  deals  not  only  with  radio  and  television  but  also  cares  for 
audio  and  intercom  installation.     The  opportunities  for  such  workers  are 
steadily  increasing  as  there  is  increased  use  of  these  articles  in  the  home  as 
well  as  in  offices  and  schools. 


Tailor 

Tailoring  offers  the  opportunity  to  work  on  your  own  in  a  small  tailoring 
shop.     It  is  a  tailor's  job  to  help  the  customer  choose  an  appropriate  material 
for  his  or  her  lifestyle,   a  flattering  style,   and  then  measure  accurately  to  make 
pattern.     The  garment  is  cut  from  a  pattern  and  sewn  together  by  the  tailor 
and,   at  times,   several  fittings  will  be  made  to  determine  any  needed  alter- 
ations.     A  tailor  in  his  own  shop  may  do  all  the  sewing  and  business-related 
work  while  in  large  shops,   tailors  may  be  involved  in  piece  work. 


Seamstress 

A  seamstress'   duties  may  include  repair  of  worn  materials,   alterations  of 
ready-made  clothes,  or  complete  cutting  and  assembly  of  a  garment.     As  well, 
the  person  may  work  on  curtaining,   linens,   costumes,  or  piece  work.  Usually 
older  experienced  people  are  employed  by  dress  shops  and  department  stores 
to  make  alterations  and  only  highly  skilled  people  will  be  hired  by  men's  wear 
specialty  shops  to  fit  and  make  suits.     Pay  and  demand  are  not  high  but  if  a 
good  seamstress  goes  into  business  for  herself,   her  income  will  be  steady  as 
she  develops  regular  clientele. 


Automotive  Service  Technologist 

In  1977,   there  were  825  000  motor  vehicle  licenses  issued.  Maintenance, 
repair,   and  servicing  of  these  vehicles  calls  for  well-trained  mechanics.  A 
service  technologist  is  just  that.     He  has  gone  to  technical  school  for  two 
years  plus  completed  a  two  year  apprenticeship  to  get  his  certificate  as  a 
motor  mechanic.     After  some  experience,   positions  such  as  service  manager, 
shop  foreman,   sales  manager,   and  specialist  in  tune-up,   wheel  alignment, 
frame  straightening,   and  automatic  transmissions  can  be  taken.     With  the 
increased  emphasis  on  quicker  transportation,   and  the  closing  down  of 
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neighborhood  garages,  there  will  be  more  demand  for  independent  mechanics. 
While  these  factors  may  bring  about  the  opening  of  large  service  centres,  they 
may  also  provide  the  licensed  mechanic  an  opportunity  to  open  his  own 
business.     And,   do  remember,   there  is  a  constant  need  for  good  mechanics. 


A  journeyman  mechanic    with  two  years  experience  averages  $16  900  (198^). 


Motor  Mechanic 

A  motor  mechanic  is  essentially  the  same  occupation  as  an  automotive 
service  technologist  only  the  motor  mechanic  has  taken  his  entire  training 
through  apprenticeship.     The  demand  for  such  workers  is  very  good. 


Auto  Body  Mechanic 

Auto  body  mechanics  repair  and  refinish  the  bodies  of  autos.  This 
includes  straightening  out  dented  materials  or  replacing  excessively  damaged 
parts  with  new  ones.     After  the  initial  repair,   the  paint  is  sanded  down  and 
the  body  repainted.     Aiming  headlights  and  wheel  alignments  must  be  done  as 
part  of  the  repair.     V/ith  the  increase  of  vehicle  traffic  and  the  increased 
incidence  of  collisions,   the  future  for  auto  body  mechanics  looks  good.  This 
occupation  also  offers  an  opportunity  to  open  your  own  business. 


Aircraft  Maintenance  Technologist 

This  field  encompasses  both  airframes  and  engines.     If  hesitating  to  take 
such  an  occupation,   you  should  note  that  the  20th  Century  will  be  known  as 
the  "Age  of  Flight"  and  aircraft  engineering  is  a  continuously  expanding  field. 
To  become  aircraft  maintenance  technologists,   students  must  complete  a  two-year 
program  at  SAIT  which  gives  them  18    month's  credit  towards  an  Aircraft 
Maintenance  Engineer's  License,  and  which  allows  them  to  write  the  technical 
examination  soon  afterwards. 

Employment  can  be  found  with  airlines,  charter  companies,   flying  schools, 
and  overhaul  companies. 


Occupations  10 


-  58  - 


Lesson  3 


Agricultural  Mechanic 

Successful  farm  management  today  involves  a  comprehensive  knowledge  of 
the  various  mechanical  devices  and  power  units  used  in  modern  agriculture  and 
the  understanding  of  the  location  and  construction  of  farm  buildings.  The 
modernizing  and  mechanizing  of  farms  and  farm  operations  create  a  heavy 
demand  for  training  of  this  type. 


Many  agricultural  mechanics  work  on  their  own  or  local  farms,   but  some 
find  employment  in  the  service  department  of  a  farm  implement  company. 


Journeymen  with  two  years  of  experience  average  $22  700  (198^). 


Heavy  Duty  Mechanic 

With  construction  becoming  more  mechanized,  more  heavy  duty  mechanics 
will  be  needed.  These  workers  specialize  in  repairing  tractors  and  other 
heavy  industrial  mobile  equipment. 


Journeymen  with  two  years  of  experience  average  $22  700  (198/,). 
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CONSTRUCTION 


The  construction  industry  offers  opportunities  for  those  who  are  willing 
to  spend  several  years  in  learning  a  skilled  occupation. 

Lately  new  building  starts  have  been  reduced  in  Alberta  but  there 
appear    to  be  increasing  construction  starts  in  Eastern  Canada. 

Technology  will  not  take  away  the  jobs  of  the  workers.   New  methods, 
tools  and  materials  raise  the  production  and  may  change  some  functions  of  the 
workers,  but  will  not  take  away  their  jobs. 

Construction  workers  must  be  hardy  because  they  are  often  out-of-doors 
regardless  of  the  weather  and  must  move  to  places  where  jobs  are  located. 

When  we  think  about  construction  work,  we  immediately  think  of 
tradesmen.  There  are  many  other  phases  of  construction  in  which  surveyors 
and  planners  are  included.  Tradesmen,   however,  comprise  the  largest 
proportion  of  workers  in  the  construction  industry. 


Please  Note:  Construction  wages  can  vary  significantly 
from  year  to  year.     New  union  contracts  change  wage 
rates  frequently.     Changes  in  economic  conditions  affect 
wages  too.     In  boom  periods  construction  wages  tend  to 
rise.     During  recessions  wages  tend  to  drop.  Contact 
the  union  in  your  area  for  current  wage  rates. 


Air  Conditioning  and  Refrigeration  Technician 

The  field  of  refrigeration  and  air  conditioning  is  rapidly  expanding 
because  people  are  becoming  more  concerned  with  comfort.  Offices,  factories, 
hospitals,  houses,  and  vehicles  require  proper  heating,  ventilation  and 
cooling  systems. 
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As  well,   foods  and  beverages  require  reliable  and  accurate  temperature 
control  in  their  processing,   storage,   transportation,   and  distribution. 

The  air  conditioning  and  refrigeration  technician  is  trained  to  do  this 
and  the  demand  for  such  workers  is  high. 


Electrician 

Electricians  install  electrical  systems  in  buildings  and  in  engineering 
projects  or  extend  and  repair  installations  already  in  existence.     Work  is  done 
in  stages.     That  is,   a  plan  must  first  be  made,   then  the  wires  run  correctly 
and  tested  before  walls  are  drywalled.     Later,   the  electrician  must  return  to 
install  appliances,  fixtures  and  covers. 


Carpenter 

The  carpentry  trade  holds  the  largest  proportion  of  employees  in  the 
construction  industry.     There  is  no  reason  to  believe  that  this  high  proportion 
of  carpentry  workers  will  not  continue  since  their  SKills  are  needed  at  all 
stages  of  construction.     Carpenters  involved  in  building  single  homes  may  need 
all-round  skills  because  they  will  do  the  framing  and  installation  of  all 
woodwork.     However,  on  large  construction  projects,   more  specialization  occurs. 
There  are  framers,   concrete  formers,   stair  builders,   interior  trimmers  just 
to  name  a  few.     Technical  advances  are  not  as  harmful  as  we  may  believe. 
Tney  change  some  carpentry  jobs  into  "factory"  work  but  this  does  have  its 
advantages  if  you  think  about  it  seriously. 


Bricklayer 

Bricklayers  lay  brick,   ceramic  tiles,   concrete  blocks,  glass  blocks,  and 
stone  for  buildings  or  other  structures.     Projects  range  from  exterior, 
weightbearing  walls  to  ornamental  structures  like  fireplaces  and  planters. 
V/ith  the  increasing  emphasis  on  brick  as  a  functional  and  attractive  building 
material,  opportunities  for  bricklayers  will  rise. 
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Tilesetter 

A  tilesetter  applies  ceramic  tiles  and  similar  materials  to  exterior  and 

interior  walls  and  floors.     If  he  should  work  with  marble  chips  set  in  cement, 

he  is  called  a  terrazzo    worker.  The  need  for  such  workers  is  slight. 


Steel  Fabricator 

Forge  shop  workers  are  hired  as  labourers  and  helpers  and  are  upgraded 
as  they  gain  experience.     In  forging,   heated  metal  is  hammered  or  pressed 
into  the  desired  shape.     Such  work  in  Alberta  is  not  heavy  nor  of  an  intricate 
nature.     It  deals  mostly  with  steel  framework  or  protective  and  ornamental 
metals. 

Painter  and  Decorator 

A  painter  and  decorator  applies  paint,   varnish,   stain,   or   wallpaper  to 
interior  and /or  exterior  surfaces.     This  person  must  have  knowledge  of  paints 
and  their  different  properties  and  must  be  able  to  choose  attractive  color 
schemes. 


Many  painters  and  decorators  specialize  in  one  technique  such  as  spray 
painting  or  one  type  of  work  such  as  painting  structural  steel  work. 


Plumber  and  Pipefitter 

A  plumber  installs  water  services  and  sanitary  drainage  in  buildings.  In 
addition,   plimibers  must  repair,  maintain,   or  update  older  systems.  New 
products  such  as  plastic  piping  cost  less  to  buy  and  reduce  the  installation 
time  but  do  not  make  the  demand  for  plumbers  any  less. 


Two  closely  related  occupations  are  —  Steamfitter,  who  installs  and  services 
piping  used  to  carry  steam,   and    Gasf itter,  who  installs,  maintains,  and 
repairs  gas  burning  equipment.     These  can  be  separate  occupations  but  often 
the  plumber  also  is  skilled  at  these  activities. 
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As  well  as  the  tradesmen  described  on  Pages  60,  61,  and  62  there  are 
communication  and  power  electricians,  plasterers,  lathers,   roofers,  floor 
covering  mechanics,  and  glassworkers  in  the  construction  industry. 

An  abundance  of  casual  labourers  are  hired  also.     They  assist  in  preparing 
the  site  and  work  with  machine  operators  in  brush  clearing  and  ditchdigging. 
They  also  assist  skilled  workers  by  carrying  materials  and  equipment  to  the 
work  area. 


TRANSPORTATION 


Transportation  is  a  very  important  industry  in  Canada  presently.  Without 
it,  commerce  could  not  take  place.     In  general,  it  is  one  of  the  largest 
employers  of  industrial  labour,  one  of  the  largest  purchasers  of  industrial 
materials,  and  offers  jobs  embracing  all  levels  of  education. 


Pilot 

A  beginning  pilot  must  be  between  the  ages  of  18  and  28  years.  This 
person  must  hold  a  Canadian  Commercial  Pilot's  License  with  night  endorse- 
ment and  preferably  Instrument  Flight  Rating,  and  have  had  a  minimum  of  150 
hours  as  pilot- in- command  (solo),  including  not  less  than  50  hours  cross- 
country by  day.     One  must  also  have  a  Canadian  Radio  Telephone  (restricted) 
License.     A  medical  examination  must  be  passed.     (Senior  matriculation  is 
required  for  entrance  into  this  training.) 


In  198^  the  starting  salaries  were  $12  000  yearly.     Airline  pilots 
start  at  around  S20  800  a  year. 

A  pilot  can  transport  people,   freight,  or  mail  buy  may  also  work  in 
agricultural  spraying,  photogrammetry  (photographing  earth's  surfaces),  or 
traffic  control. 
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Truck  Driver 

A  person  entering  this  field  must  be  physically  able,  alert,   and  have  a 
courteous  manner  for  public  contact.     There  is  no  minimum  education  required 
except  for  a  license  to  drive  commercial  or  transport  vehicles.     The  work  can 
range  from  light  delivery  within  city  limits  to  long  hauls  of  furnishings,  foods, 
or  vehicles.     Wages  depend  on  type  of  vehicle  driven,  whether  it  is  company- 
owned  or  self-owned,  and  upon  merchandise  being  handled.     Demand  for  drivers 
is  good.     Recently  truck  driving  has  been  made  to  seem  exciting  -  it  may  be 
that  at  times,  but  is  it  usually  very  heavy,  grueling,   and  lonely  work  which 
takes  one  away  from  friends,   family,   and  familiar  surroundings  for,  sometimes, 
weeks  at  a  time. 


Taxi  Driver 

This  person  operates  a  taxicab  to  transport  passengers  for  a  fee  based 
on  the  length  of  a  trip.     In  addition  to  driving,   a  taxi  driver  must  pick  up 
or  meet  passengers  when  called  out,   assist  them  in  boarding  and  leaving  the 
cab,  and  handle  their  luggage  or  parcels.     To  get  such  work,   all  that  is 
needed  is  a  good  driving  record  and  a  thorough  knowledge  of  the  city  and  its 
address  system.     Although  this  is  an  occupation  at  which  you  may  feel  very 
independent,  you  are  actually  at  the  mercy  of  customers.     Some  can  be 
unpleasant,  unruly,  or  rude.     As  well,  taxi  drivers  are  increasingly  facing 
the  possibility  of  being  victims  of  crimes  as  robberies  increase  in  the  larger 
cities . 


A  cabbie  who  does  not  own  his  or  her  own  car  can  be  paid  a  commission 
as  low  as  50%.     This  sum  is  supplemented  by  the  tips  taken  in,   and  the  owner 
pays  all  the  operating  expenses.    An   owner-operator  receives  all  of  the  money 
but  must  pay  operating  expenses.     Additional  income  can  be  earned  by  hiring 
a  driver  to  work  his  or  her  cab  for  another  shift. 


Transit  Operator 

This  is  a  person  who  operates  a  diesel  or    bus  over  established 
city  routes.     A  transit  operator  must  work  to  schedule,  enjoy  shift  work,  and 
like  public  contact.     Part  of  the  operator's  duties  is  to  courteously  inform 
customers  about  routes  and  addresses  and  also  to  handle  fares  and  transfers. 
This  person  must  be  an  expert,  safe  driver.     Every  transit  system  has  its 
own  entrance  requirements  which  include  a  minimum  age,  weight,  and  height, 
and  drivers  must  have  their  Grade  Twelve  diploma.     Wages  vary  greatly. 
Transit  operators  earn  an  average  of  $19  000  per  vear  (1983). 


I 
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Exercise  1:    Classifying  Occupations 

This  exercise  involves  some  thought  and  research  by  you.     It  is  provided 
to  make  you  aware  of  occupations  outside  your  own  field  of  interest  which  are 
listed  in  the  CLASSIFICATIONS  OF  OCCUPATIONS  section. 

The  following  people  do  the  type  of  work  indicated.     In  which  class 
does  each  type  of  work  belong?    Give  the  class  and  the  name  of  the  occupation 
The  first  one  is  done  for  you. 


class 


occupation 


(1)      Harry  Brown  drives  a  bus  for 
the  Edmonton  Transit  System 


(2)      Mr.  T.  Gait  installs  piping  and 
bathroom  fixtures  in  new  homes, 


(3)      Mrs.  Bailey  has  been  altering 

and  hemming  dresses  at  Eaton's 
for  ten  years. 


(4)      Marv  Cooper  shows  people  homes 
which  are  for  sale,  holds  open 
houses,  and  completes  sales 
transactions. 


(5)  In  the  summer  Bernice  works  at 
the  community  playground: 
directing  games,  teaching  crafts, 
and  supervising  the  children. 

(6)  Judy  lays  bricks,  tiles,  concrete 
blocks,  and  stones  in  new 
buildings. 

(7)  Bill  escorts  sight-seeing  tours 
to  California.     His  duties 
include  pointing  out  sights  of 
interest  and  arranging  for 

the  meals  and  hotel  rooms  of 
tour  guests. 
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class  occupation 

(8)  Jane  works  under  a  teacher* 
She  does  clerical  duties,  sets 
up  audio- visual  equipment, 
and  supervises  the  children 
during  field  trips. 


(9)    Yvonne  Beaudoin  keeps 
Dr.  Bead's  patients'  files 
updated,   answers  his 
telephone,   and  greets 
patients  as  they  arrive. 


(10)  Mr.  James  is  a  district 
manager  of  Cross  Country- 
Trucking  Company. 

(11)  Terry  prepares  new  recipes  and 
tests  them  in  an  attempt  to  help- 
patients  cook  more  nutritious  meals^ 


(12)    Judy  gives  customers  facials 

and  teaches  them  how  to  apply 
make-up  so  that  they  look  more 
attractive. 


( 13)    Connie  works  in  a  treasury  branch. 
She  receives  and  pays  out  money, 

computes  the  required  service   

charges,  and  records  every  transaction. 

(I A)    Mrs.  Davis  directs  arts,  crafts, 
and  recreational  activities  in 
order  to  rehabilitate  physically 
and  psychologically  ill  patients. 
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class  occupation 

( 15)    Bob  interviews  sports 

personalities,  writes  copy, 
and  gives  play-by-play 
accounts  of  games  in 

progress.    


( 16)    Jim  Brown  designs  new  homes, 
draws  each  in  detail,  and 
supervises  the  tradesmen  as 
each  house  is  being  built. 


(17)    The  Sports  Association  has 
hired  Alex  Donalds  to  check 
for  locked  doors  and  make  sure 
no  unauthorized  person  comes 
into  the  arena  when  it's  not 
in  use. 


(18)    Harvey  studies  present  systems 
of  computer  processing  then 
recommends  more  efficient  methods 
for  the  company  to  follow.  _ 


( 19)    Gene  works  on  large  construction 
projects.    He  joins  metal  pieces 
by  using  an  acetylene  flame  or 
an  electric  arc. 


Exercise  2:    Interesting  Occupations 

Examine  the  fifteen  classes  of  occupations,   and  choose  any  THREE 
occupations  which  are  of  interest  to  you. 

In  blank  (a),   name  the  occupation. 

In  blank  (b),  tell  what  kind  of  work  this  occupation  involves.  Underline 
the  phase  of  the  work  you  would  most  enjoy. 

In  (c),   state  what  feature  prompted  your  interest  in  this  occupation. 

One  example  has  been  done  for  you. 
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(1)    (a)  Occupation: 
(b)   
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(c) 


(2)    (a)  Occupation: 
(b)  ____ 


(c) 
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(3)    (a)  Occupation: 
(b)   


(c) 
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Accountant 

Advertising 

Agriculturalists 

Announcers,  Radio/T.V. 

Architects 

Artists,  Commercial/Graphic 

Biologists 

Bookkeepers 

Bus  Drivers 

Carpenters 

Cashiers/Tellers 

Chefs/Cooks 

1 

1  Chemists 

Chiropractors 

Coaches 

Computer  Programmer 
Analyst 

Counsellors,  Educational 

Data  Processors 

Dentists 

Denturists,  Dent. 
Hygienists,   Dent.   Lab.  Tech. 
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Dieticians 

Drafting 

Ecologist 

Economist 

Editors 

Electrical  Repairs 

Electricians 

—  depend: 

j  on  the  ecc 

>nomy 

Engineers  -  Chemical/ 
Petro  Chemical 

-  depend: 

i  on  the  de 

nand  for  oi 

1 

Engineers,  Civil 

Engineers,  Mechanical 
and  Metallurgical 

Engineering  Technologists 
Electric/Electronic 

Farming 

Fishing 

Food  and  Beverage 

Forest  Technologist 

Funeral  Director,  Embalmer 

Geologists,  Physicists 

Hairdressers 

Inspecting  Occupations 

Insulators 
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Insurance  Adjuster 

Interior  Design 

Janitors 

Jewelers 

Lawyers                                     _  depends  on 

how  well  the  business 

sector  is 

Librarians 

Library  Technicians 

Logging 

Machinists 

Management,  Financial 
(Banks) 

Management,  General 

Management,  Health 

Management  Service 
(Food  and  Hotel) 

Mathematicians 

Mechanics,  Motor 

Medical  Doctors 

Metallurgical  Technician 

Motor  Vehicle  Assembly 

Nuclear  Medicine  Technician 

Nurses,  Registered  Assistant 

Occupations  10 


-  73  - 


Lesson  3 


OCCUPATION  OR 
OCCUPATIONAL  AREA 

JOB  DEjV 
OCCUPA" 

O  ^  "TD 

o  ^  o 
o  ^  o 

5s 

lAND  (GROW! 

noNAL  are; 

>  CO 

<  m 
?o  O 

>  s: 
o 

fri  IN  occur 
u 

> 
< 

> 

Ci  J 

m 

NATION  OR 

>  > 

<  CO 

m  O 
?o  < 

>  m 

C ) 

Nurses,  Registered 

Oil  Field  Labor  Occupations 

-  depends 

on  demand 

for  oil 

Opticians 

Optometrist 

Painter 

Pharmacist 

Photooranher 

Physiotherapist/Occupational 
Therapist 

Pilots 

Plasterers 

Plumbing 

Police 

Psychologists 

Receptionists 

Sales,  clerks 

Sales,  agents 

Sales  Occupations,  General 

Secretaries 

Security  Guards 

Sheet  Metal  Workers 

Shipping  clerks 
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OCCUPATION  OR 
OCCUPATIONAL  AREA 

JOB  DEMAND   (GROWTH  IN  OCCUPATION  OR 
OCCUPATIONAL  AREA) 

POOR 

(SHRINKING 
OCCUPATION) 

BELOW 
AVERAGE 

AVERAGE 

ABOVE 
AVERAGE 

Social  Sciences  (sociology/ 
Anthropology 

Social  l/Vorker 

Speech  Pathologist 

Stock  clerks 

Surveyers 

Teachers,  Elementary 

Teachers,  Secondary 

Teachers,  University/College 

Tool  and  Die 

Translators/ Interpreters 

Truck  Drivers 

Typists 

Veterinarians 

Welding 

Writers 

X-Ray  Technicians 

Chart  compiled  from  information  in:     Job  Future:  An  Occupational 
Outlook  to  1992.   (1986-1987  Edition)   Employment  and  Immigration  Canada. 
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Did  you  notice  that  most  of  the    "above  average"  occupations  in  the 
aiDove  iiot  require  post-high  school  training? 


Currently,   it  appears  that  service  jobs  and  techincal  and  professional 
occupations  are  the  safest  choices  =     Those  occupations  seem  to  be  in  greater 
demand.     While  this  is  a  general  trend,  exceptions  do  exist.     In  a  rapidly 
changing  society,  there  are  no  guarantees «     Today's  high  demand  job  could 
be  unnecessary  in  tomorrow's  world. 

Demand  for  products  can  influencejob  demand.     At  one  time,   in  Alberta, 
coal  mining  provided  occupations  for  hundreds  of  men.     The  use  of  coal 
decreased,   as  the  use  of  natural  gas,  electricity  and  oil  increased.  The 
result  is  that  the  deamdn  for  coal  miners  is  not  as  high  as  it  once  was. 

Population  size  and  leisure  time  also  affect  occupational  demand.  An 
increasing  population  would  require  more  teachers,   social  workers  and 
librarians.     A  decreasing  population  would  reduce  the  need  for  people  in 
those  positions.     When  people  had  to  work  many  hours  there  was  not  much 
need  for  parks  and  recreation  related  occupations. 

Automation,  computerization  and  robotics  have  eliminated  the  need  for 
jobs  in  some  areas.     Robotic  assembly  lines  have  eliminated  many  positions 
in  automobile  manufacturing  plants.     Robotics  have  increased  the  number  of 
cars  being  manufactured  in  plants.     Currently,   automobile  plants  in  Canada 
can  produce  more  cars  than  Canadians  can  purchase.     This  is  apt  to  result 
in  the  elimination  of  even  more  automotive  production  jobs. 


The  most  important  determinant  of  job  availability  is  the  economy.  High 
oil  prices  and  a  strong  economy  created  a  boom  in  Alberta  during  the  late 
1970s.     A  recession  and  a  drop  in  oil  prices  in  the  early  1980s  resulted  in 
a  large  number  of  lay-offs  in  theoil  industry.     The  recession  also  affected 
people  in  businesses,   the  service  sector  and  government  agencies. 


You  are  not  married  to  an  occupation  for  life.     If  you  are  like  most 

students  taking  this  course,  you  will  change  occupations  many  times  in  your 
lifetime.       You  need  to  become  skilled  at  making  career  decisions.     It  is  a 

process  you  will  probably  go  through  many  times. 


Each  occupation  requires  a  few  unique  skills.  When  you  change  occupations 
it  might  be  necessary  to  learn  new  skills.     School  could  be  one  place  to 
learn  these  skills.     You  might  need  to  enter  and  exit  some  kind  of  school  many 
times  during  your  lifetime. 
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Exercise  3:     True  or  False 

After  each  of  the  following  statements  indicate  whether  it  is  TRUE  or 
FALSE. 

(1)  Many  demand  occupations  in  the  list  require  training  beyond 
that  which  can  be  recieved  in  high  school. 

(2)  Demand  for  new  products  changes  the  demand  for  certain 
occupations . 


(3)      Cook  is  one  of  the  service  occupations. 


(^)      A  broad  general  education  is  no  longer  needed  because  of 
the  demand  for  highly  skilled  workers. 


(5)  The  demand  for  technical  occupations  is  great. 

(6)  The  list  of  demand  occupations  never  changes. 

(7)  Service  occupations  are  likely  to  remain  in  demand. 


(8)      Economic  conditions  determine  which  occupations  are 
needed. 


(9)      A  demand  occupation  is  one  which  is  always  important 


(10)     If  an  occupation  is  in  high  demand,  that  is,   if  there  are 
very  few  workers  and  the  need  for  them  is  great,  the 
wages  offered  are  likely  to  rise. 
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Exercise  ^; 


Obsolete  Occupations 


Using  the  chart  on  pages  71  to  75  and  the  occupational  Information  in 
this  lesson,   answer  the  questions  on  the  list  of  occupations  below. 


accountant 
chef 

educational  counsellor 

farmer 

insulator 

janitor 

x-ray  technician 
carpenter 


librarian 
painter 
psychologist 
sales  clerk 
social  worker 
typist 
welder 
electrician 


1.        List  two  occupations  that  have  an  increasing  job  demand. 


List  two  occupations  that  have  an  average  level  of  job  demand 


List  two  occupations  that  have  a  poor  or  a  below  average  level 
of  job  demand. 


END  OF  LESSON  3 
Be  sure  to  turn  in  pages  6^4-69  and  pages   76  and  77. 
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UNDERSTANDING  YOURSELF 


INTERESTS  AND  THE  JOB 

Interests  refer  to  our  likes  and  dislikes.   They  are  actually  preferences 
which  may  be  expressed  in  our  daily  conversation  or  are  demonstrated  by  our 
actions  and  responses  to  situations,   things,   ideas,   people  and  events. 

Taking  a  survey  of  one's  interests  is  a  very  important  step  in  the  search 
for  an  occupation.   If  interests  are  compatible  with  your  chosen  career,  you 
will  be  motivated  to  complete  the  education  to  get  there.  Once  working  you  will 
be  more  successful  and  happier  at  your  job. 


Liking  of  a  school  subject  alone  will  not  produce  high  grades  because, 
of  course,   ability  is  needed    but    there  is  a  better  chance  of  completing  that 
subject.   High  grades  depend  primarily  on  ability,   previous  preparation,  and 
desire  to  succeed  in  school.   In  the  same  way,   interests  cannot  predict 
achievement  in  a  particular  occupation.   It  has  been  found  that  there  is  only 
one  exception  to  this  rule  -  that  is,   sales  occupations.  A  salesperson's 
success  depends  directly  on  how  well  that  person  carries  out  his  or  her 
function.   The  greater  his  or  her  interest  is,   the  more  agreeable  the  work  will 
be,   and  the  greater  is  the  success.  So,   remember,   your  choice  of  an  occupation 
which  is  harmonious  with  your  interests  will  give  you  the  motivation  to 
succeed. 


Interests  influence  one's  future  work.   It  is  difficult  for  a  person  to  do 
good  work  without  a  liking  for  what  he  is  doing.   If  you  are  active  at  some- 
thing you  like  to  do,   time  goes  by  quickly,   and  with  ability  you  are  more 
likely  to  succeed.  This  does  not  mean  that  you  can  only  do  the  things  in 
which  you  are  interested.   It  does  mean  that  you  can  choose  many  activities 
and,  knowing  the  field  of  your  true  interests,   select  a  vocational  plan  related 
to  your  interests. 


Role  of  Interests  in  Vocational  Development 


A.    It  is  obvious  that  your  interests  will  be  an  important  factor  in  your  choice 
of  job.  This  does  not  mean  that  you  must  examine  your  interests  and 
abilities  and  decide  once  and  for  all  what  your  occupation  will  be.  An 
investigation  was  made  of  1  000  men  scientifically  sampled  from  Who's 
Who  in  America,   to  find  out  at  what  age  they  decided  on  the  occupation 
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in  which  they  ultimately  achieved  distinction.     The  results  were: 

3  per  cent  found  their  field  by  age  15 

28  per  cent  found  their  field  by  age  15-24 

35  per  cent  found  their  field  by  age  25-34 

22  per  cent  found  their  field  by  age  35-44 

This  indicates  that  it  is  important  to  make  a  carefully  considered  choice, 
but  not  to  nail  it  down.     Then  if  a  change  is  necessary,   make  it.     On  the 
other  hand,   relying  on  chance  to  determine  the  way  you  will  earn  a 
living  will  almost  certainly  result  in  a  wrong  answer.    A  good  self-analysis 
of  your  interests  and  abilities  as  well  as  self-knowledge  gained  from 
different  summer  jobs  will  help  to  point  the  way  to  success  in  your  choice 
of  an  occupation. 

When  applying  for  a  job,  it  is  important  for  you  to  convince  the  prospective 
employer  that  you  are  genuinely  interested  in  the  business.  Applying 
because  the  salary  is  high  is  not  a  good  reason  since  lack  of  interest  in 
the  work  will  inevitably  affect  the  way  you  perform  your  work. 


B.    Success  in  an  occupation  depends  in  interest,   ability,   and  personal  factors. 
After  you  begin  an  occupation,   your  interest  in  your  work  should  lead  you 
to  have  valid  and  honest  reasons  for  wanting  to  do  the  work,   because  you 
know  about  your  employer,   the  products  or  services  you  are  concerned 
with,  the  reputation  of  your  company  or  employer,   its  competition,   and  its 
probable  future.     Valid  interests,   coupled  with  appropriate  abilities  and 
personal  factors,  lead  to  advancement  in  one's  work  (a  higher  position), 
and  also  job  stability.     The  person  who  has  genuine  interest  is  more 
likely  to  grow  and  change  with  the  job,  to  seek  more  training  and  thus 
ensure  that  the  job  will  not  disappear  through  automation  or  for  other 
reasons . 


Certainly  it  is  evident  that  work  in  which  one  is  interested  brings  its  own 
reward  of  personal  satisfaction.     Emily  Carr,    a  famous  Canadian  painter 
and  writer,   when  asked  to  state  what  had  been  the  outstanding  events  in 
her  life  said      .  .work  and  more  work!.  .  .     In  later  years  my  work  had 
some  praise  and  some  successes,   but  the  outstanding  event  to  me  was 
the  doing  which  I  am  still  at. " 
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Factors  Which  Influence  Your  Interests 

Interests  develop  in  various  ways,  and  may  change  during  one's  lifetime. 
Here  are  some  ways  in  which  interests  are  acquired. 


(1)    The  Family 

The  family  is  a  powerful  factor  in  creating  interests .     Your  mother, 
father,   or  other  relatives  serve  as  examples.     It  is  natural  for  a  child 
to  develop  preferences  for  activities  which  his  or  her  parents  value. 
After  all,   the  parents  are  providing  the  child  with  social  status,  social 
mobility  and  religious  values  which  in  turn  affect  career  choice  and 
determine  how  hard  he  or  she  will  work.     A  student  should  let  the 
family's  preferences  be  a  guide  but  one  should  choose  for  himself  or 
herself  in  the  end. 


A  strong  word  of  caution  is  necessary!    Do  not  let  the  desires  of  your 
family  pressure  you  too  much.     In  many  instances  where  this  has  been 
done,  the  results  have  not  been  happy.     Take  the  case  of  Eugene  Budryk 
and  his  son,  Henry,   as  an  example. 

Mr,  Budryk  talked  with  the  local  gas  station  owner  about 
apyrentioing  his  son,  Henry ,  as  a  motor  mechanic.    The  father 
felt  that  this  was  an  interesting  trade  which  offered 
limitless  opportunities  for  advancement.    The  gas  station 
owner  needed  a  helper  so  he  agreed  to  this  arrangement,  Henry 
was  not  really  interested  in  working  with  his  hands,  hut  when 
the  apprenticeship  contract  came  through,  he  accepted  it  to 
please  his  father.    He  unhappily  performed  in  the  garage  — 
doing  the  routine  duties  without  interest  or  enthusiasm,  Alas, 
he  was  laid  off  by  the  owner,    Henry  had  wasted  two  years  in 
a  totally  unsuitcJDle  field.    He  later  registered  in  college, 
enjoyed  the  courses,  and  did  well. 


As  well  as  not  doing  exactly  what  others  think  would  be  best  for  you,  do 
not  evaluate  something  you  enjoyed  doing  as  a  child  as  the  basis  for  a 
career.     For  example,   people  who  spend  a  lot  of  time  camping  as 
children,  frequently  decide  to  become  foresters  and  naturalists.  The 
influence  camping  made  on  these  children  was  lasting  but  perhaps  it  made 
some  of  them  grab  onto  the  wrong  choice.     On  the  other  hand,   where  the 
student  becomes  interested  in  a  family  business  or  occupation  on  his  own, 
the  results  are  often  satisfactory  and  permanent.     Many  doctors',  lawyers', 
and  farmers'  ehildren  have  followed  the  businesses  of  their  parents. 
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Before  grasping  an  interest  and  developing  it  further,   question  yourself. 
Is  this  really  what  I  like  or  is  it  what  others  would  like  for  me?  Is 
my  interest  in  this  area  sufficient  on  which  to  base  the  choice  of  a 
career? 

(2)  Exposure  and  Knowledge  of  Careers 

The  greater  the  number  of  activities,   occupations,   and  careers  to  which 
you  are  exposed,   the  wider  will  be  the  area  of  your  likes  and  dislikes. 
Before  trying  to  make  a  decision,   the  student  should  consult  different 
reference  books  and  catalogues  of  careers. 

It  is  also  important  to  have  actual  work  experiences  in  a  variety  of 
career  areas  when  possible.     This  does  not  have  to  be  different  "jobs". 
A  "volunteer"  position  can  provide  one  with  many  valuable  experiences. 

(3)  Hero  Worship 

Many  young  people  wish  to  adopt  the  work  of  some  "hero"  or  person 
whom  they  have  admired.     However,   an  aptitude  for  the  hero's  profession 
must  be  present  or  else  success  will  not  be  achieved.     This  is  especially 
true  of  those  who  admire  sports  heroes,   band  members,   and  actors.  Be 
realistic. 


(4)  Philosophy  of  Life 

The  objective  you  seek  to  accomplish  in  life  will  influence  your  interests. 
Your  objective  may  be  a  desire  to  serve  mankind,   or  a  wish  to  discover 
something  new  for  mankind's  use,   or  a  way  to  express  beauty  for  man  to 
enjoy.     This  may  lead  one  to  become  a  sociologist,   a  researcher,   or  a 
painter . 

(5)  Aptitude 

Possessing  special  aptitudes  helps  a  person  become  more  interested  in  a 
field.     Aptitudes  will  be  discussed  later  in  this  unit,   but  simply  described, 
they  are  strengths  in  a  certain  area  often  passed  through  heredity  or 
developed  in  the  early  years  of  life.     For  example,    parents  who  constantly 
expose  their  child  to  music  may  be  helping  that  child  develop  aptitudes 
related  to  sound,   rhythm,  and  tone. 
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Types  of  Interests 

Before  investigating  your  interests,  let's  find  out  what  kinds  of  interests 
people  possess. 


Expressed  Interests  are  the  ones  that  we  say  we  like.   For  example,  a  boy  who 
says  he  wants  to  become  a  teacher  is  said  to  have  an  expressed  interest  in 
teaching. 


Manifest  Interests  are  the  activities  a  person  actually  does.     A  person  who 
works  on  cars  for  a  hobby,  taking  them  apart  and  putting  them  together  again, 
would  have  manifest  interests  in  motor  mechanics.     If  a  person  says  that 
he  or  she  likes  to  tinker  with  motors  but  does  not  actually  do  this,   then  that 
person  has  only  an  expressed  interest  in  motor  mechanics. 

Hobbies  often  indicate  a  person's  real  interests  because  a  hobby  is 
selected  primarily  for  the  purpose  of  self-expression.     Some  craftsmen  are 
talented  and  can  do  beautiful  work  in  their  chosen  area.     In  many  cases, 
a  vocation  or  profession  has  developed  through  the  interest  in  a  hobby  during 
one's  youth.     This  is  wise  decision-making  because  talent  and  interest  are  a 
good  basis  upon  which  to  choose  a  career. 

A  less  wise  decision  would  be  made  if  the  person  had  limited  talent  and 
great  perseverance.     His  or  her  products  would  be  usually  mediocre.  Such 
work  is  fun  and  provides  an  outlet  for  creativity  or  self-expression  but  it 
probably  would  be  best  to  keep  such  an  activity  as  a  hobby. 


Latent  Interests  are  those  which  we  may  be  unaware  of  at  the  moment.  They 
can  be  developed  through  new  activities.     Interests  usually  branch  out  in  many 
directions  so  those  people  who  have  few  interests  should  possibly  develop 
their  latent  interests,   and  thus  bring  more  variety  into  their  lives. 


Measured  Interests  are  those  that  are  summarized  by  interest  inventories. 
Statements  made  by  each  person  are  summed  up  and  compared  with  statements 
made  by  others  of  the  same  sex.     In  this  lesson,   you  will  actually  take  an 
interest  inventory. 
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Exercise  1;    Manifest  Interests 

Discuss  your  activities  under  the  following  heading^: 

(1)    School    (What  route  are  you  in?    What  subjects  do  you  take?    Do  you 
belong  to  any  clubs     or  take  part  in  school  activities?) 


(2)    Leisure-time  Pursuits    (Do  you  take  part  in  any  recreational  activities 
apart  from  those  done  in  school?    What  are  your  hobbies?) 
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(3)    Work    (Do  you  have  a  part-time  job?    Have  you  had  a  summer  job? 
Describe  these.     Do  you  have  any  home  duties?) 


Exercise  2:    Expressed  Interests 

(1)    Make  a  list  of  activities  which  you  have  often  said  that  you  like. 


(2)    Look  back  to  your  answers  of  Exercise  1.     Do  you  actually  do  any  of  the 
activities  mentioned  in^  (1)  above?     U  so,  which  ones? 


These  are  probably  your  true  interests. 
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Measured  Interests 

To  get  in  touch  with  their  interests,  people  sometimes  take  an  interest 
profile.     We  are  often  mistaken  about  our  own  preferences.     That  is  why  our 
real  desires  and  interests  are  expressed  in  hobbies  rather  than  our  regular 
jobs.     An  interest  inventory  will  help  you  to  learn  more  about  yourself.  Such 
tests  can  reveal  values,  attitudes,  needs,   self-concept,  preferred  activities, 
and  sources  of  threat  and  dissatisfaction. 

If  you  have  completed  and  returned  the  Interest  Inventory  that 
you  were  sent  with  Lesson  1,   you  can  soon  expect  to  receive  an 
analysis  of  the  results.    IF  YOU  HAVE  NOT  ALREADY  SUBMITTED  THE 
INTEREST  INVENTORY  TEST,    SUBMIT  IT  NOW. 

As  you  look  at  the  results  of  your  Test  remember  the  following: 

1.  Interests  do  change.  As  you  have  new  experiences,  new  interests 
will  develop,  some  old  ones  will  intensify,   and  other  ones  will 
decrease  in  importance.     This  is  desirable  and  should  be  expected. 

2.  Additional  knowledge  about  an  interest  can  weaken  or  strengthen  it. 
So  if  you  look  further  into  a  measured  interest  finding  out  both  the 
bad  and  the  good  of  the  field  and  still  hold  that  interest,  then  it 
is  a  good  prospect  for  a  career. 

3.  Experience  can  verify  an  interest.   If  you  wish  to  be  a  nurse, 
become  a  hospital  volunteer   ...  a  journalist,  work  for  the  school 
paper   ...  a  carpenter,  take  woodworking  in  school.  New  interests 
may  also  develop  while  working.   For  example,  while  volunteering 
as  a  candy  striper  in  a  hospital,  you  could  meet  a  laboratory 
technician  whose  primary  contact  is  with  things  rather  than  with 
people.  After  discussing  the  technician's  job  with  her  or  him,  you 
may  realize  that  you  have  a  stronger  interest  in  laboratory  work 
than  you  have  in  working  with  people  as  you  first  intended. 

L,,        Many  careers  fit  under  one  interest  area.  For  example,   a  person 

who  is  interested  in  working  outdoors  could  become  a  forester,  soil 
expert,  geologist,  contractor,   farmer,  or  heavy  equipment  operator. 
A  person  who  has  an  interest  in  fine  manual  work  could  become  a 
jeweler,  watchmaker,  goldsmith,  cabinetmaker  or  engraver.  These 
lists  could  go  on  and  on.   In  choosing  which  particular  occupation 
one  would  enter,   abilities,  aptitudes  and  personality  would  have 
to  be  considered. 
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5.     It  is  important  to  distinguish  between  "lay"  interests  and  "career" 
interests.     Most  people  are  interested  in  sports,   space  exploration, 
dancing,   and  plants  but  such  general  interests  are  not  usually 
adequate  to  be  a  basis  for  a  career. 


In  the  next  few  lessons,  we  will  do  various  surveys  on  personality, 
values,   data-people-things  preferences,   and  on  aptitudes.     They  will  help  you 
to  get  to  know  yourself  better  wnich  is  one  of  the  purposes  of  this  course  and 
one  of  the  prerequisites  of  choosing  a  suitable  career. 
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Now,   let  us  discuss  the  area  of  measured  interests  further.  The 
use  of  tests  such  as  interest  inventories  to  discover  where  a  person's 
interests  lie  is  a  well  known  aspect  of  vocational  counselling. 
These  inventories  successfully  show  what  activities  the  person  prefers. 
These  activties  are  then  related  to  occupational  areas  which  provide 
opportunities  for  such  activities.  Some  interest  inventories  use 
the  following  categories,  developed  by  a  psychologist  named  John 
Holland,  to  help  people  plan  their  careers: 


social  investigative  enterprising 

realistic  conventional  artistic 


These  terms,  used  to  describe  personality  types,  probably  mean  little  to  you 
so  we  will  describe  them  in  more  detail: 


Social  We  usually  describe  these  people  as  cheerful,  successful, 

outgoing  and  popular.     They  are  actually  just  that.  They 
like  other  people  so  are  sociable  and  responsive  to  others' 
needs.     They  prefer  to  be  the  center  of  a  group  and 
relate  to  other  people  with  ease.     Little  interest  in 
"physical  work"  or  "machinery  work"  is  held,  as  their 
main  orientation  is  to  people.     Some  occupations  in  which 
these  traits  show  up  are:     social  worker ,  interviewer ^ 
teacher y  recreation  leader ^  and  counselor. 


Investigative  This  person  is  not  interested  in  people.     He  prefers 

working  with  things.     Solving  abstract  problems  in  science 
and  mathematics  are  his  bag.     Unlike  the  "social" 
individual  who  likes  to  discuss  problems  with  the  group, 
the  "investigative"  one  would  rather  think  through 
problems,   solving  them  alone.     Such  people  enjoy 
challenges  and  do  not  like  rules.     They  are  creative  and 
original  and  quite  unconventional  in  their  values  and 
attitudes.  Anthropologists^  mathematicians ^  chemists ^  design 
engineers 3  physicists  -all  seem  to  possess     these  person- 
ality traits. 


Enterprising  This  person  does  not  like  to  be  at  the  same  levels  with 

others  as  the  social  person  does,   nor  does  he  or  she 
avoid  people- contact  as  an  investigative  person  would.  An 
enterprising  person  likes  other  people  only  because  they 
provide  competititjn.     Generally  such  people  like  to 
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dominate  others  to  sell  things  to  them  or  to  lead  them. 
These  people  prefer  to  use  verbal  skills  to  draw  attention 
and  are  highly  concerned  with  power.     This  person  wishes 
to  be  a  leader  and  have  a  high  status  among  his  or  her 
associates.     An  "enterprising"  personality  is  first  shown 
by  a  child's  ability  to  talk  people  into  things.     He  argues 
well,   and  frequently  gets  friends  to  do  things  they  were 
not  inclined  to  do  before.     Salesmenship  and  community 
leadership  are  built  on  this  type  of  personality.  Such 
personality  types  do  become   salesmen,  politicians,  managers, 
auctioneevs ,  television  producers  and  public  relations  persons. 


Realistic  Such  persons  are  usually  physically  strong  and  aggressive. 

Their  physical  skills  are  good,   but  they  have  difficulty  in 
expressing  themselves  in  words  and  communicating  their 
feelings  to  others.     Obviously,  these  people  prefer  things . 
Outdoors  work,   especially  that  involved  with  handling  tools 
is  selected.     Such  individuals  have  very  good  hand 
co-ordination.     As  children,   they  probably  took  apart 
everything  —  alarm  clocks  to  motors  —  just  to  see  how 
they  ran.     Realistic  personality  types  enjoy  creating  with 
their  hands  and  may  be  indifferent  to  new  ideas.  These 
people  often  become  machine  operators,  truck  drivers, 
carpenters,  laboratory  technicians,  and  athletes. 


Conventional  We  usually  describe  these  people  as  stable,  self- 

controlled,   and  dependable.     They  are  people  who  do  not 
make  waves  —  who  prefer  not  to  be  the  center  of  attention. 
Under  direction,   they  work  well  and  do  prefer  to  be  part 
of  a  large  organization  where  the  activities  are  speci- 
fically set  out  for  each  worker  and  each  worker  knows 
what  is  expected  of  him  or  her.     Such  people  seek 
material  possession  and  status.     Since  they  have  little 
interest  in  physical  skills,   they  prefer  the  business  world. 
Bank  teller,  statistician,  secretary  and  file  clerk  are 
common  occupations  for  such  personality  types. 


Artistic  Such  people  have  a  great  need  for  emotional  expression. 

They  have  less  self-control  than  any  of  the  above  groups 
and  deal  with  environmental  problems  through  self- 
expression.     An  artistic  personality  type  sees  or 
perceives  things  much  more  acutely  than  persons  with 
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average  perception,   and  frequently  turns  to  drawing  or 
sculpting  as  a  means  to  express  inner  feelings.  Musical 
interests  are  expressed  by  participating  in  activities 
such  as  bands  or  orchestras,  or  in  teaching  music.  Such 
people  do  prefer  indirect  personal  relationships.  They 
can  become  artists,   writers,   sculptors,   mu  sicians  and 
composers  but  often  suppress  such  interests  using  them 
as  only  secondary  occupations  or  hobbies. 


Although  some  people  have  one  strong  "personality  type",   you  should  note 
that  many  people  do  have  a  combination  of  one  or  more  of  these.   This  usually 
slows  down  the  decision  as  to  what  they  are  most  interested  in  and  postpones 
the  choice  of  a  vocation. 


Exercise  3-     Choose  Your  Own  Personality  Type 

According    to   what    you    know    about   yourself,    which   "personality  type  or 
types"  would  you  most  closely  match?  Why? 


i 
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People  -  Data  -  Things  Preferences 

Another  way  to  measure  interests,   which  is  closely  related  to  the 
categories  described  on  the  former  pages,   is  to  take  a  people-data-things 
survey . 


Have  you  ever  heard  someone  remark,     "l  want  to  work  with  people,  "  or 
"He's  an  idea  man!"  or  "He  sure  is  a  jack-of- all-trades " ?     These  remarks 
illustrate  three  work  preferences. 


Enjoyment  of  work  with  words,  numbers,  notations, 
and  ideas  means  a  preference  for  DATA. 

Those  who  like  to  work  with  others  are  PEOPLE 
oriented . 

Liking  to  observe  and  react  to  things  means  that 
one  prefers  THINGS. 


SALESMAN 

RECEPT/ONIST 
"•v  PSYCHiy^TRIST 

PSYCHOLOGIST 


SURGEON 
DENTIST 


TYPIST 
'  ^  ,  FARMER 

^^^AUTO  MECHANIC 
V  CARPENTER 

DRAFTSMAN 
INVENTOR 


O  PERCCNTASe  OF  WORK  WITH  THINGS  >.|00l 


It  is  probably  impossible  to  find  a  job  that  just  deals  with  data  or  with 
people  or  with  things.     Most  jobs  deal  with  a  combination  of  all  three.  How- 
ever,  the  emphasis  differs  for  different  kinds  of  work.     The  above  graph 
shows  the  possible  distribution  of  work  with  people  and  with  things  for  a  small 
number  of  occupations. 
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Look  at  the  graph  on  Page  13  closely,   and  you  will  see  that  Inventors, 
draftsmen  and  mechanics  deal  mainly  with  things.     And,   that  psychiatrists, 
psychologists  and  salesmen  deal  mainly  with  people.     There  are  others,  like 
a  surgeon,   whose  working  time  with  people  and  things  is  almost  half-and-half. 

In  any  occupation,   however,   human  relations  skills  are  important.  You 
must  learn  to  cooperate  with  others  no  matter  how  limited  your  contact  may 
be  with  them.     Some  occupations,  more  than  others,  depend  on  "people  relations". 
This  is  where  we  get  our  people-oriented  workers.     Face-to-face  communi- 
cation is  required  of  many  occupations.     Medical  work,   teaching,    and,  of 
course,   management  positions  require  a  "person-oriented"  worker.     Let  us 
discuss  "People  Orientation"  further. 


People  Preferences 

In  a  future  lesson,  we  will  show  how  your  personality  affects  others'  attitudes 
towards  you  and  measures  your  future  success.  Being  able  to  work  harmoniously 
with  people  and  communicate  ideas  effectively  is  important  in  all  sectors  of 
the  work  force  although  the  higher  the  level  of  the  occupation,   the  more 
important  communication  seems  to  be.     Therefore  if  you  wish  to  rise  in  your 
job,   then  you  must  acquire  human  relations  skills.     C ommun ic ation  is  essential 
in  "people -related"  occupations. 

The  interest  in  people  is  apparent  early  in  life.     It  is  shown  in  the  boy  or 
girl  who  likes  to  play  with  other  children,   and  also  enjoys  being  with  older 
people.     Many  questions  are  usually  asked  and  interest  is  shown  in  what  other 
people  do.     Later,   this  child  participates  in  club  work  and  group  activities. 
He  or  she  reads  about  people  and  what  they  do.     This  interest  as  a  youngster 
leads  the  individual  to  help  other  people  because  people  are  important  in 
themselves,   not  for  what  they  can  do  for  society  in  general. 

"People-oriented"  workers  are  often  involved  in  social  welfare  jobs, 
teaching,   educational  administration,   counselling,   and  supervisory  positions. 
They  enjoy  exchanging  ideas,   creating  policies  and  programs,   teaching  others, 
persuading  others,   or  attending  to  others'  needs  and  requests.     It  need  not  be 
said  that  all  of  these  workers  would  need  to  influence  people  in  a  positive  way. 
This  is  taken  for  granted.     What  we  need  to  know  is  —  How  people  cam  be 
influenced  in  a  positive  way. 
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IF  YOU  PREFER  TO  WORK 
WITH  PEOPLE,  CERTAIN 
JOBS  WILL  NOT  APPEAL 
TO  YOU. 


1.  Sometimes  this  is  done  by  verbal  skill.       Certain  people  find  it  easy 
to  put  their  ideas  into  words.     Their  speech  is  clear  and  it  impresses 
others.     For  instance,  how  much  appeal  would  a  teacher,   a  preacher, 
or  a  politician  have  if  he  or  she  did  not  possess  this  skill? 

2.  Some  workers'  success  greatly  depends  on  the  reaction  they  create 
in  others  because  of  their  voice.     They  must  have  voice  appeal,  A 
singer,   a  receptionist,   and  a  telephone  operator  need  such  skills. 
Can  you  imagine  a  soft,  whispery,  feminine  voice  advertising  sturdy 
snow  tires  and  a  gravelly,  hoarse,   deep  voice  advertising  perfume? 
This  is  only  one  field  where  voice  must  suit  the  audience  or  product 
in  order  to  create  a  favourable  impression. 

3.  A  model  succeeds  because  he  or  she  has  good  looks.     This,  however, 
does  not  mean  that  this  is  all  that  counts.     While  we  can  not 
disregard  cleanliness  or  neatness,   successful  people  in  visual 
occupations  (such  as  television)  are  not  always  good  looking. 
Examples  are  a  singer  with  a  long  nose  or  an  actor  with  a  bald  head. 
So  you  can  see  that  visual    appeal   is  actually  important  in  few 
occupations. 
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4.     It  is  not  the  possession  of  just  one  of  the  above  qualities  that  will 

influence  people  in  a  positive  way.     Usually  there  must  be  a  combin- 
ation of  good  "personality  traits".  IMPACT  OF  GENERAL  PERSON- 
ALITY is  what  makes  people  like  us.       Personality  as  we  will  see 
later,   is  the  most  important  quality  in  job  retention  and  determines 
how  successful  our  human  relations  skills  become. 


Sometimes  we  are  offended  because  so  much  emphasis  is  attached  to 
"prestige"  of  work  related  to  people.     In  such  instances,   we  believe  that  "head" 
work  is  treated  with  more  respect  than  "working  with  things".     This  is  not 
true.     People's  abilities  and  interests  differ.     It  does  not  reflect  the  worth- 
whileness  of  a  job  by  saying  that  it  is  a  high  level  or  a  low  level  of  work. 
Prestige  is  determined  by  four  factors. 


1.     Nature  of  the  work  —  whether  it's  with  symbols,   words  or  tools. 


2.  amount  of  responsibility  within  the  job, 

3.  length  of  training,  and 


4.     amount  of  wages  and  security  of  income. 

We  must  expect  that  a  job  in  which  others  are  controlled  and  directed 
involves  more  responsibility  —  thus,  more  prestige.     After  all,   an  auto  body 
mechanic  makes  decisions  which  affect  only  the  car  he  is  working  on  at  the 
moment  while  the  manager  of  the  auto  body  shop  makes  decisions  which  may 
change  the  lives  of  six,   seven,  or  more  men.     In  most  cases,   the  manager 
must  take  the  blame  for  mistakes  and  has  the  burden  of  problems,  decisions 
and  public  relations  to  worry  about.     This  is  why  he  is  paid  more  and  why 
his  occupation  may  be  looked  upon  as  having  more  prestige. 

We  must  also  realize  that,  presently^  prestige  of  trades  people  has  risen 
sharply.     Such  workers  are  envied  —  their  wages  are  high  and  their  skills  are 
in  demand  at  a  time  when  professional  workers  are  having  a  hard  time  getting 
employment.     Every  occupation  has  its  own  value  which  can  not  be  measured 
by  the  fact  that  it's  head  or  hand  work. 


4 
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Data  and  Things  Preferences 

Just  as  there  is  no  such  thing  as  a  purely  people    job,   there  is  not  one 
that  is  purely  thinking  or  manipulating  work.     Some  do  come  close  to  being 
one  or  the  other  just  as  those  named  in  the  people  section.     For  example, 
the  inventor  needs  privacy  to  study  just  as  a  writer  needs  seclusion  to  create. 
They  do  not  wish  the  constant  contact  of  others  for  their  work.   Musicians  and 
artists  can  be  successful  with  a  minimum  of  human  contact.     In  fact,  a 
musician  frequently  communicates  solely  through  his  instrument  and  often  by 
means  of  a  record. 


Of  course,  these  workers  must  have  "ideas"  to  sell.     A  violinist  needs  a 
musical  score  in  his  head  before  he  can  play  his  violin,   a  tailor  needs  the 
knowledge  of  sewing  skills  before  he  can  make  a  suit,   and  the  surgeon  must 
thoroughly  know  medicine  and  his  or  her  patient  before  performing  surgery. 

Exactly  what  is  data  and  things  orientation?  Read  the  descriptions  below. 
In  your  own  mind,  you  should  be  able  to  contrast  these  to  people  orientation. 


Data  Preferences 

People  who  are  interested  in  data  like  to  analyze  numbers,   words  or 
symbols  to  discover  facts.     They  like  gathering  and  classifying  information 
and  often  enjoy  recording  data  or  performing  calculations  related  to  experi- 
ments.    Many  like  to  judge  characteristics  as  to  whether  they  are  similar  or 
different  from  the  average.     Such  people  are  scientifically  inclined.  They 
read  about  inventions  in  science,   are  willing  to  experiment,   and  will  research 
novel  discoveries.     Such  people  want  to  understand  the  why  and  how  of 
biological  and  physical  processes.     If  their  ideas  are  concerned  with  bettering 
mankind,  they  will  be  interested  in  psychology,  history  or  the  social  sciences. 
Often,   data-oriented  people  do  things  in  different  ways  than  the  customary 
methods . 


Things  Preferences 

Interest  in  things  is  shown  in  the  person's  handling  and  working  with 
objects.     This  person  enjoys  seeing,   arranging,   tasting  or  constructing  things. 
In  reading  material  he  or  she  probably  favours  popular  science,   or  mechanics, 
or  a  "how-to-cook"  book.     Hobbies  of  such  people  include  building  models 
tinkering  with  cars,   growing  strange  plants,  making  clothes,  interior 
decorating  or  experimenting  with  new  hair-dos. 
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Generally,    such  people  like  to  use  tools  and  machines  whether  it  be  just 
flipping  switches,   tending  machines,   or  inserting  materials  into  them. 
Computer  technician,   florist,    seamstress,   plumber,   artist  and  carpenter  are 
just  a  few  examples  of  things  oriented  occupations. 


Some  work,   such  as  people-oriented  occupations,   requires  specific  human 
relations  skills  .     Often,   other  occupations  do  not.     The  following  points  may- 
be helpful  regarding  the  data  and  people-oriented  occupations  which  do  not 
require  a  lot  of  human  relations  skills. 


In  non-people  work  specific  skills  are  learned  in  a  post- secondary 
institution  and  you  are  left  with  specific  skills  to  sell  an  employer 


It  is  better  to  be  a  satisfied  happy  worker  at  a  low  level  than  an 
insecure  overworked  one  at  the  top  level. 


"idea"  people  are  not  all  just  theorists  who  waste  our  money  and 
•  their  time.     They  are  a  necessary  part  of  society  and  a  discovery 
by  them  can  affect  our  lives  greatly. 


As  you  will  remember  from  Lesson  2,   automation  has  replaced 
individual  craftsmanship  to  a  large  degree.     However,   PRIDE  OF 
WORKMANSHIP  is  still  a  worthy  attitude.     A  carpenter  still  has  the 
feeling  of  pride  when  he  makes  a  bookcase  that  stands  well  and  looks 
nice.     A  potter  still  has  pride  in  a  pot  that  turns  out  well. 


A  person  who  works  with  "things"  has  more  chance  for  independence 
•  and  individuality  and,   remember  that  working  with  things  creates  less 
strain  than  working  with  people. 


You  can  spend  a  lifetime  working  with  people  and  never  see  any  direct 
result,   but  when  you  work  with  things,   you  get  direct  feedback.  For 
•   example,    a  carpenter  can  make  a  cupboard    and  at  the  end  of  the  day 
see  the  result  while  a  social  worker  could  work  in  a  community  for 
an  entire  lifetime  and  not  see  any  vast  changes. 


Now  you  have  an  idea  of  what  peopl e-data-things  preferences  encompass.  By 
doing  the  following  questionnaire  and  scoring  it  yourself,   you  will  have  some 
indication  of  which  area  you  prefer.     Do  the  exercise  entitled  "Assessing  your 
Preferences  to  Data,   People,   or  Things",   score  it  yourself,  and  return  it 
along  with  the  rest  of  the  exercises  of  this  lesson. 
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Exercise  k\     Assessing  Your  Preferences  to  Data,  People,  or  Things 


Complete  the  following  questionnaire  to  help  you  determine  your  preference 
to  data,  to  people,  or  to  things.     In  each  case  choose  what  you  would  enjoy 
doing  most.     (Place  an  "X"  beside  your  answer.) 


When  waiting  in  a  doctor's  office  you  enjoy 

  reading  a  newspaper,   magazine  or  comic. 

starting  a  conversation  with  another  person. 
~~~~~     looking  out  the  window  at  the  traffic  and  surrounding  buildings. 


As  a  member  for  a  group  project  in  chemistry,   you  would  most  like  to 

  record  the  observations  of  the  experiment  and  write  out  the  findings. 

  solicit  donations  for  materials,  organize  the  jobs  of  group  members. 

  set  up  the  apparatus,   set  out  materials,   and  arrange  exhibits. 


As  a  teacher  you  would  prefer  to 
  check  answers  on  test  papers. 

  carry  on  interviews  and  discussions  with  the  students. 

  involve  yourself  with  experiments  to  show  how  gadgets  work. 

As  an  airplane  enthusiast  you  would  enjoy 

  drawing  plans  for  a  "dream  plane"  of  the  future. 

  teaching  a  friend  to  fly  a  model  plane. 

  building  a  model  plane. 

Among  the  chores  at  home  you  most  like 
  to  draw  up  your  budget. 

  to  get  the  entire  family  together  in  a  garage  cleaning  spree. 

  to  wash  windows,  weed  the  garden,  or  cook  a  meal. 

As  a  member  of  the  Little  League  Hockey  Association  you  would  prefer 

  acting  as  a  secretary-treasurer,  writing  minutes  of  the  meetings  etc. 

  selling  tickets  to  the  public  in  support  of  the  League. 

  mending  damaged  equipment. 

As  a   member  of  the  "Graduation  Dance"  committee  you  would  like  to 

  write  out  instructions  and  organize  the  order  of  speakers . 

persuade  fellow  students  and  public  figures  to  attend  the  dance. 
  decorate  the  hall,   set  the  tables,   and  put  name  cards  at  each  plate. 

As  a  physics  student  you  would  prefer  to 

  work  out  scientific  formulas. 

  share  the  work  with  another  student. 

  experiment  with  the  equipment  yourself. 

If  you  were  asked  to  do  something  for  your  community,   you  would  like  to 

  record  names  of  members  and  help  with  budgeting. 

  take  a  group  of  children  to  the  zoo. 

  help  build  a  new  equipment  shack. 
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As  an  option,   you  would  enjoy  taking  a  class  in 

a  language. 
  psychology. 

crafts . 


When  reading  a  newspaper  you  might 
_____  thoughtfully  read  over  book  reviews. 

  read  accounts  of  events  and  look  at  photos  in  the  "people's  lifestyles" 

section. 

  go  over  the  "do-it-yourself"  page. 


As  a  member  of  a  drama  class  you  might  prefer  to 

  write  up  a  dramatic  incident. 

  act  out  a  dramatic  episode. 

  build  the  stage  scenery  for  use  as  the  background. 


If  you  had  to  choose  an  activity  in  auto  mechanics  you  would  prefer  to 

_____  read  about  the  different  car  parts  and  how  they  work, 

___^_  sell  car  parts  explaining  why  one  is  better  than  another. 

  actually  get  under  the  hood  and  repair  cars  when  they  do  not  work. 


As  a  member  of  a  biology  field  trip  group  you  would  prefer  to 
  write  about  your  findings. 

_____  tell  others  about  the  objects  you  have  discovered. 
____  dig  for  unusual  specimens. 

As  a  leisure  activity  you  would  prefer  to 

  pla-y  chess,  mastermind,   scrabble  or  some  other  game. 

  visit  an  old  people's  home  or  perhaps  take  them  out  to  a  tea  or  a  show. 

build  car  models  or  do  handicrafts. 


If  you  were  asked  to  work  in  a  church  bazaar  you  would  prefer  to 

  plan  which  games  will  be  set  up  and  organize  money-making  schemes. 

  work  in  a  booth,  perhaps  telling  fortunes,  or  acting  as  a  tea-room  host. 

  bake  and  decorate  cakes  or  set  up  booths. 

How  many  times  have  you  placed  an  "X"  by  the  first  phrase?   

(This  is  your  data  score.) 

How  many  times  have  you  placed  an  "X"  beside  the  second  phrase?   

(This  is  your  people  score.) 

How  many  times  have  you  placed  an  "X"  beside  the  third  phrase?   

(This  is  your  things  score.) 

From  what  you  already  know  about  yourself,  and  from  the  above  scores,  your 
preference  is  towards: 
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Exercise  5:     Personality  Types 

Pages  10-12  of  this  lesson  describe  six  personality  types  which  correlate 
with  occupations.     Match  these  Personaltiy  Types   (listed  in  the  left-hand 
column)  with  occupations  on  the  right,   by  placing  the  appropriate  letter  in  the 
blank  to  the  right  of  the  occupation.     There  are  more  occupations  than 
personality  categories  so  naturally  some  categories  will  be  used  more  than 
once.     There  is   at  least  one  occupation  in  each  category. 


(a)  social 


(b)  investigative 


(c)  enterprising 


(d)  realistic 


e)  conventional 


(f)  artistic 


real  estate  salesperson 

biologist 

choreographer 

psychologist 

auto  mechanic 

scientist 

marriage  counsellor 

pianist 

mail  clerk 

playwright 

accountant 

wildlife  manager 

nursing  aide 

playground  supervisor 

hotel  manager 

stenographer 

cabinetmaker 

dental  mechanic 
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Exercise  6:     Fill  in  the  Blank 


Fill  in  the  blanks  in  the  following  sentences  with  the  best  answer  from 
the  reference  list  below« 


abilities 

achievement 

communication 

experience 

human  contact 

independence 

individuality 

interests 


motivation 
people 
personality- 
prestige 
verbal  skills 
visual  appeal 
voice  appeal 


(1)    Interests  can  not  predict 
but  will  provide  you  with 


(3) 


(2)  Both 


and 


in  a  particular  occupation 


are  needed  to  succeed  in 


your  chosen  vocation. 

  in  the  field  of  your  interest  can  confirm  your  choice. 


U)    It  is  well  known  that  a  person  chooses  work  that  harmonizes  with  his  or 
her 


(5) 


is  essential  in  people-oriented  occupations 


(6)    Personality  is  what  influences  people  to  like  us.   First  impressions  are 
often  made  by   ,    ,  and   


(7)    A  person  who  works  with  things  has 

more  free  to  express  his  or  her   

worker. 


and  is  usually 


than  a  people-oriented 


(8)    Working  with 


seems  to  create  the  most  strain. 


(9)    Those  in  data  and  things-oriented  occupations  can  often  be  successful  with 
very  little   . 


(10)     There  is  much    attached  to  work  with  people  but  this 

does  not  reflect  upon  the  worthwhileness  of  those  positions. 
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Exercise  7:     Data,  People,  Things 

Decide  whether  each  of  the  people  below  is  oriented  towards  Data  or 
People  or  Things.     Write  the  appropriate  answer  in  the  blank  to  the  right. 
(The  first  one  is  done  for  you.) 


(1)  Glenda  Ferguson  chose  to  become   a  flight  attendant 
because  she  liked  the  idea  of  attending  to  the 
passengers'   needs  and  requests. 

(2)  Jim  Forest  has  been  keeping  records  of  his  body 
temperature  each  day  for  several  months  in  order 
to  discover  some  relation  between  his  temperature 
and  temperament. 

(3)  Barbara  King  likes  to  cut  hair,   style  it,  curl  it, 
and  give  shampoos,  manicures,   and  facials  to 
her  customers. 


(4)  Brent  MacLean's  favourite  activity  is  making 
model  planes.     He  enjoys  using  the  diagram  to 
find  out  how  the  pieces  are  put  together  and 
likes  gluing  them  in  place. 

(5)  iMr.  Garvy  reshapes  and  restyles  old  jewellery. 

He  especially  likes  putting  in  new  stones,  creating 
fancy  goldwork  around  them,   and  polishing  the 
rings . 


(6)  Jules  Guagin  works  closely  with  a  law  enforcement 
agency.     His  main  duty  is  to  act  as  a  counsellor 
for  boys  who  have  come  close  to  delinquency. 

(7)  Mr.  Taylor  has  always  liked  to  collect  shells, 
arrange  the  pieces  in  display  cases  carefully,  and 
label  each  shell  with  its  proper  name. 


(8)  Fitting,  altering,  and  sewing  complete  garments 
according  to  each  customer's  measurements  has 
been  Mrs.  James'   job  for  the  last  twenty  years. 

(9)  Jack  Bridgewater  enjoys  pruning,   spraying,  and 
propping  the  heavy  branches  of  his  fruit  trees. 
He  also  enjoys  picking,  cleaning,  sorting,  and 
packing  the  fruit  in  preparation  for  the  market. 
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(10)    Frank  chose  bookkeeping  because  he  enjoys  entering 
figures  of  sales  and  expenses  into  books  and  using 
a  calculator  to  figure  out  the  profit  each  small 
company  makes . 


Exercise  8:  Activities 

A  pharmacist  in  a  large  hospital  takes  orders  for  pills  and  medications 
through  the  pharmacy  window,  makes  up  each  prescription,   divides  it  into  the 
appropriate  dosage,   places  each  in  a  cup  and  labels  each  according  to  which 
patient  it  belongs,   then  puts  the  tray  out  the  window  for  the  nurses  to  pick 
up  and  distribute.     The  pharmacist's  contact  with  people  is  minimal.  For 
sure,   a  people-oriented  worker  would  not  be  happy  with  such  a  job. 


For  TWO  of  the  occupations  you  may  be  considering,  make  a  list  of 
activities  you  would  be  doing. 


Occupation: 


Occupation: 


Occupations  10 


-  25  - 


Lesson  U 


Which  of  these  areas  are  the  occupations  you  have  described  oriented  towards? 
Circle: 


people 


data 


things 


Where  do  your  interests  lie  (See  the  bottom  of  page  20)? 


On  this  basis,   would  these  occupations  be  suited  to  you' 


Please  be  sure  to  hand  in  all  exercises 


Exercise  1  -  p.  6  Exercise  5 

Exercise  2  -  p.  7  Exercise  6 

Exercise  3  -  p.   12  Exercise  7 

Exercise  4  -  pp.   19  &  20       Exercise  8 


Include: 


p,  21 
p.  22 
p.  23 

pp.  2L,  &  25 


SUBMIT  THE  STRONG-CAiMPBELL  INTEREST  INVENTORY 
TEST   IF  YOU  HAVE  NOT  ALREADY  DONE  SO. 


END  OF  LESSON  4 
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DISCOVERING  MORE  ABOUT  YOURSELF 
VALUES,  APTITUDES,  AND  ABILITIES 

By  now  you  realize  that  finding  a  career  is  a  task  you  must  do  for  yourself. 
Do  you  know  that  over  70%  of  the  employed  people  are  unhappy  with  what  they 
do?     Perhaps  this  is  because  they  did  not  do  any  planning  —  they  just  fell  into 
the  first  job  that  came  along  and  remained  in  it  regardless  of  their  feelings  of 
discontent. 


Success  and  happiness  in  a  career  depends  on  how  closely  one's  interests, 
values,  aptitudes,  and  abilities  meet  the  requirements  of  the  occupation  chosen. 
This  is  why  it  is  important  to  evaluate  these  characteristics  before  deciding  on 
a  future  goal. 


Searching  for  a  career  is  a  private  undertaking  because  personal  feelings, 
needs,   and  insights  are  involved.     We  are  sure  you  have  already  discovered 
that  exploring  career  opportunities  is  more  complex  than  you  had  first  expected, 
and  deciding  on  a  goal,  more  difficult  than  you  had  thought.     We  have  already 
discussed  decision-making  and  have  provided  the  first  steps  to  help  you 
discover  your  interests.     The  next  two  lessons  will  guide  you  through  more 
self -tests  and  supply  information  so  that  you  may  make  a  wise  decision. 


From  studying  Lesson  4,   some  insight  should  have  been  gained  into  your 
own  personality.     In  this  lesson,   you  shall  discover  more  about  yourself  — 
your  values,  your  aptitudes,  and  your  abilities.  Remember,   this  is  a  personal 
search.  How  much  you  discover  will  depend  on  how  conscientiously  each  self- 
test  is  done. 


VALUES 

A  VALUE  is  the  importance  you  place  on  various  elements  in  your  life. 
Values  can  be  abstract  -  such  as  honesty  or  helpfulness  -  or  they  can  be 
concrete  -  such  as  money.     Just  as  each  individual  differs,  so  does  his  or 
her  value  system  vary  from  other  people.     These  differences  are  partially 
due  to  the  personal  characteristics  which  develop  through  maturity  and  partially 
due  to  the  lifestyles  we  have  been  exposed  to  since  birth. 
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Are  you  sure  of  what  a  value  is?     Perhaps  the  concept  of  values  can 
be  clarified  by  discussing  some  examples.     Compare  the  following  two 
workers. 

One  type  of  person  is  determined  to  climb  up  the  promotional  ladder 
regardless  of  how  many  people  must  be  trampled  on  in  the  process.  This 
person  values  the  status  that  is  part  of  the  top  position  very  highly.  Rising 
to  the  top  is  an  obsession  for  him  or  her.     This  person  is  the  opposite  of 
the  mousy  individual  who  has  lots  of  ability  but  does  not  use  it.  The 
unambitious  person  stays  at  the  bottom  and  does  not  try  to  rise  in  position. 
Status  of  a  high  position  certainly  is  not  high  on  his  or  her  value  scale.  This 
illustrates  a  rather  distorted  sense  of  values.     One  person  values  status  too 
much;  the  other,   too  little. 

A  distorted  sense  of  values,   such  as  those  shown  above,  may  hinder 
success  and  ruin  one's  relationship  with  fellow  employees.     Below,  look  at 
another  example  of  distorted  values. 

Ann  is  an  employee  who  is  extremely  anxious  to  economize  or 
save  money.    Her  work  is  excellent  hut  she  dresses  so  shabbily 
that  her  employer  is  hesitant  to  put  her  in  a  position  where 
she  is  in  the  public  eye.    At  the  other  extreme ,  Cheryl  is  so 
engrossed  in  her  personal  a:ppeaTance  that  she  emulates  a 
fashion  plate  rather  than  a  stenographer.    Her  work  is  good 
but  her  appearance  outlandish,    Ann  values  economy  too  highly: 
Cheryl  values  fashion  too  highly.    Neither  will  be  promoted 
until  their  values  become  more  balanced. 


These  examples  should  bring  up  the  question  of  what  things  are  really 
important  in  our  lives  and  in  what  way  these  values  relate  to  our  job.  When 
selecting  a  position  we  must  choose  one  that  has  values  similar  to  our  own. 
It  has  been  found  that  if  we  possess  the  appropriate  values  for  a  given  job, 
we  will  be  happier  at  it. 


There  are  both  INTRINSIC  VALUES  and  EXTRINSIC  VALUES.     We  could 
say  that  an  artist  who  derives  satisfaction  from  the  act  of  painting  itself,  and 
who  does  not  consider  huge  profits  as  important,   holds  an  INTRINSIC  VALUE. 
(His  or  her  happiness  is  in  doing  the  work  itself.)    A  person  who  does  not 
enjoy  painting  but  likes  the  huge  profits  made  on  each  piece  of  work  holds  an 
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EXTRINSIC  VALUE.     (His  or  her  happiness  comes  from  the  money  made 
through  the  job.)    Look  at  the  common  expressions  listed  below.  Through 
these  we  can  see  that  even  before  pin-pointing  a  career,   we  determine  our 
goals  by  our  values  to  a  great  extent. 

(1)     "I  would  like  to  work  with  others  in  a  helping 
manner. " 

This  person  values  human  relationships  highly 
and  most  likely  monetary  rewards  would  not 
be  important.     Careers  such  as  social  work, 
medicine,   and  teaching  would  be  appropriate. 
Obviously  a  person  who  chooses  such  work 
would  derive  compensation  from  the  work 
itself  so  his  or  her  values  would  be  intrinsic. 


(2)     "I  would  like  a  ooh  that  is  high  paying  —  one 

where  people  would  look  at  me  with  envy,    I  want 
a  company  oar,  my  own  office ^  and  a  personal 
secretary, " 

The  values  expressed  here  are  purely 
economic.     People  wishing  money,  social 
status,   and  prestige  are  usually  drawn  into 
the  business  world  because  that  is  where 
fortunes  are  made.     The  work  itself  is  not 
as  important  as  the  monetary  rewards  and 
the  prestige,   so  values  here  would  be 
extrinsic. 


(3)    "I  wish  the  opportunity  to  he  creative  and  to 
use  my  special  talents. " 

Here,  the  work  itself  would  give  the  worker 
pleasure.     This  person  would  be  the  least 
likely  of  the  three  to  seek  high  pay.  Career 
choices  would  tend  to  be  artistic  —  those  of 
acting,  painting,   sculpting,  writing,  singing 
or  plajring  a  musical  instrument.  Values 
here  are  intrinsic. 


Choosing  an  occupation  which  is  in  harmony  with  your  values  is  important. 
You  should  realize,  though,   that  as  you  mature,   values  that  were  important 
at  age  fifteen  or  sixteen  will  decrease  in  importance  and  others  will  take 
prominence.     When  starting  off  in  the  world  of  work,   pay  and  security  (that 
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is  —  a  regular  job,    a  regular  paycheck,    a  knowledge  that  the  job  will  still 
be  yours  a  year  from  now)  are  valued  highly.     As  we  feel  more  comfortable 
and  safe  in  our  positions,   our  values  turn  to  self-expression,  independence 
and  interesting  experiences.     This  is  why  people  in  lower  level  occupations 
may  seem  to  value  money  and  security  most.     After  all,   they  do  not  have 
much  money.     The  small  amount  they  receive  is  needed  just  for  survival. 
Workers  at  the  upper  level  occupations  usually  have  a  secure  position  and 
have  enough  money  for  a  comfortable,   leisurely  life.     They  can  turn  their 
attention  to  creativity,   independence  and  pleasure.     People  must  first  satisfy 
their  basic  needs  before  turning  to  those  which  fulfill  their  needs  for  self- 
expression. 


As  has  been  said  at  the  beginning  of  our  discussion  on  values,  individuals 
vary  greatly  in  their  acceptance  of  values.     These  do  show  in  our  everyday 
activities  as  teenagers  and  do  influence  the  attitudes  we  express  during  our 
working  lives.     There  are  some  values  which  are  widely  accepted  and,  in 
fact,   expected  by  employers.     To  be  successful  in  the  working  world,  most 
people  adopt  the  values  listed  below. 


1.  It  is  good  to  work. 

2.  It  is  good  to  achieve  -  to  "get  ahead". 

3.  Satisfaction  and  happiness  are  good. 

4.  Security  is  good.     (It  is  often  said  that  a  secure  future 
is  one  of  the  top  requirements  for  an  ideal  career.) 

5.  New  opportunities  will  be  better  than  old  ones.  (For 
example,   if  you  are  promoted,   your  new  position  is  an 
improvement  over  the  one  previously  held.) 

6.  Rapidity  is  desirable.  (The  faster  production  method 
is  better.  Sometimes  quality  of  work  is  disregarded 
because  speed  is  wanted.) 

7.  Independence  is  desirable.     (An  employee  is  expected 
to  work  without  supervision.     Note:    This  also  ranks 
quite  high  as  a  reason  why  people  leave  their  jobs. 
They  want  the  freedom  from  being  supervised  too 
much ! ) 


We  are  not  saying  that  you  must  assume  such  values,   but  that  "successful" 
people  hold  these  values  in  common.     It  may  have  taken  many  years  of  work 
before  such  values  were  regarded  highly  by  these  people. 
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A  VALUE  SURVEY 


Below  are  18  values  listed  in  no  particular 
Take  your  tinrie.     Circle  the  three  values  which 

prestige  (respect,  admiration  from  others) 

social  status  (occupying  an  honored  place 
in  the  community) 

personal  growth  (a  richer  understanding 
of  the  things  around  you) 

self-respect  (you  like  what  you  see,  a 
favorable  opinion  of  yourself) 

helpfulness  (serving  others) 

independence 

creativeness  happiness 


Lesson  5 

order.  Study  the  list  carefully, 
are  most  important  to  you. 

obedience  to  others 

self-control 

ambition  (advancement) 
an  enjoyable  leisurely  life 
a  lasting  contribution 
an  exciting  life 
friendship  variety 
wealth  security 


Would  these  values  be  in  harmony  with  the  occupation(s)  which  you  have 
in  mind  at  present?  Explain. 


APTITUDES 

In  choosing  a  career,  it  is  important  to  discover  all  you  can  about  your 
own  particular  set  of  talents.     Everyone  is  born  with  certain  talents  and 
capabilities  called  APTITUDES.     These  can  be  sharpened  by  use  or  can  wither 
away  if  not  used.     The  point  is  that  these  are  natural  talents  which  make  it 
easy  for  the  person  to  learn  activities  associated  with  the  aptitude.     If  the 
person  chooses  to  develop  the  aptitude,  it  can  become  an  ABILITY.     We  know 
that  some  people  have  a  mechanical  bent,  others  are  "born  artists",  still 
others  have  a  "flair  for  music",  while  some  can't  tell  one  musical  note  from 
another,  are  "all  thumbs"  in  assembling  something,  or  have  "no  head  for 
figures".     Every  person  does  possess  some  aptitudes  -  finding  out  what  they 
are  though  is  often  difficult. 
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Nothing  can  replace  the  actual  aptitude  tests  available,   but  reading  about 
aptitudes  can  give  you  some  idea  of  your  own  tendencies  and  natural  capabilities. 
In  this  lesson,   we  are  providing  a  simple  self -assessment  for  this  purpose. 
Take  the  chart  on  Page  14  out  of  your  notes.     As  you  read  about  each  of  the 
aptitudes,  rate  yourself  as  to  what  level  you  possess  each  trait.    Be  honest  and 
be  realistic.     No  one  possesses  all  of  these  aptitudes.     There  are  some  you 
will  be  very  high  in,   others  which  are  rated  just  average  and  some  which 
are  very  low.     After  you  have  scored  all  seventeen  of  these  traits,   you  should 
have  a  ROUGH  idea  of  where  your  aptitudes  lie. 

Seventeen  aptitudes  are  listed  and  discussed  on  the  next  few  pages.  In 
most  cases  samples  of  questions  are  provided  which  would  be  used  to  measure 
a  person's  aptitude  in  that  area. 

(a)  General  Intelligence 

Assess  your  general  learning  ability.     This  is  closely  related  to  your 
standard  of  work  in  school.     Can  you  "catch  on"  to  new  principles  and 
theories  easily?    Do  you  understand  the  teacher's  instructions  the  first 
time  they  are  given?    Can  you  think  through  problems  and  make  decisions 
on  your  own? 

(b)  Verbal  Reasoning 

This  is  a  measurement  of  a  person's  vocabulary  and  his  or  her  ability  to 
see  relations  between  words.     Do  you  understand  the  meanings  of  a  lot 
of  words?    Do  you  get  the  meanings  of  whole  sentences  and  paragraphs 
after  you  have  read  them? 

Test  Item: 

1.     Pick  out  a  niimbered  word  for  the  first  blank,   and  a  lettered  word 
for  the  second  blank,   so  that  the  sentence  will  make  sense. 

 is  to  head  as  shoe  is  to   . 


(1)    girl  (2)    room  (3)    hat  (4)  reason 

A.    number  B.    foot  C.    air  D.  walk 
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2.     Day  1s  to  night  as  white  is  to  ^  _. 

A,    color         B,    black  C.    ink  D.    white  E.  brown 


3.     Which  word  at  the  right  has  the  same  meaning  as  the  word  at  the  left? 
Fill  in  the  letter  of  the  correct  answer. 

AMBER  -   g^reen        B.    jewel       C.    yellow     D.  walk 


(c)   Numerical  Ability 

This  shows  how  well  a  person  can  deal  with  non-routine  calculations.  If 
you  have  ability  with  numbers,  you  can  compute  such  operations  with 
accuracy  at  a  quick  speed. 

Test  Item: 

1.     Pick  the  correct  answer. 

?  =  I-  of  304  A.  11. 1 

^  B.  38 

C.  101 

D.  1  624 

E.  none  of  these 


2.     Supply  the  missing  number  in  this  series. 
2      4      8  32  64 


3.     If  a  woman's  monthly  wage  is  $800.00  and  her  rent  is  25%  of  this 
amount,   how  much  does  she  pay  in  rent  for  one  year? 


A.  $1  800.00 

B.  $920.00 

C.  $2  400.00 

D.  $300.00 

E.  none  of  these 
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(d)  Abstract  Reasoning 

This  measures  the  ease  with  which  a  person  thinks  about  completely 
unfamiliar  problems. 


Test  Item: 

The  four  pictures  at  the  left  make  a  series.  Choose  the  picture  at  the 
right  which  would  be  the  fifth  one  in  the  series. 


/ 

/ 

\ 

/ 

'e)  Clerical  Speed  and  Accuracy 

This  indicates  the  ability  to  scan  visual  materials  rapidly  and  to  locate 
certain  items  in  them.  It  involves  accurately  finding  minor  differences 
when  proof-reading  words  and  numbers. 


Test  Item: 
1. 


Underline  at  the  right  the  symbol  which  is  just  like  the  underlined 
symbol  on  the  left. 


CD  CE  CF  CG  CH 
Bb    Ab    aB    AB  aA 


CE  CG  CH  CD  CF 
Bb    aB    aA    Ab  AB 


Identify  which  pairs  are  alike. 

James  and  Co.    James  and  Co. 

Peel  and  Johnston   

Richard  A.  Osborne   

14698   

32857 


Peel  and  Johnson 
Richard  A.  Osborne 
14698 
38257 


78462 


78642 
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(f )  Spatial  Relations 


This  is  the  ability  to  visualize  objects  and  forms  in  two  or  three 
dimensions . 


Test  Item: 

1.     At  the  right  is  a  piece  of  cardboard. 
When  folded  along  the  dotted  lines, 
which  solid  object  below  will  be 
formed?     Circle  the  correct  answer. 


A 

B 

2.     Which  figure(s)  can  be  made  from  the  pattern  at  the  left?  Circle 
the  correct  answer (s). 


I  ^^^^^ 


A 

& 

C 

D 

g)  Mechanical  Reasoning 

This  assesses  both  your  ability  to  visualize  in  two  or  three  dimensions 
plus  "mechanical  experience". 

Test  Item: 


Which  man  has  the  heavier 
load? 

If  equal,   put  a  check  in 
this  box. 
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(h)  Form  Perception 

This  tests  the  ability  to  see  important  detail  in  objects  or  in  pictorial  or 
graphic  material.     Can  you  compare  forms  and  see  slight  differences  in 
shapes  and  shadings  of  figures  and  widths  and  length  of  lines  ? 


Test  Item: 

Which  of  the  figures  on  the  right  is  exactly  the  same  as  the  figure  in  the 
box      at  the  left?    Circle  the  correct  answer. 


Can  you  take  a  quick  glance  at  a  picture  and  recall  details  about  it  later  ? 
Test  yourself.     Look  at  the  next  person  walking  by.     Now,   see  if  you 
can  easily  answer  these  questions.     What  was  the  person's  race 
(Caucasian,  Negro,   East  Indian,  Oriental,   etc.)?    Did  the  person  have 
short  hair  or  long  hair?     What  kind  of  clothing  was  worn? 


(i )  Motor  Co-ordination 


This  measures  the  ability  to  move  accurately  and  quickly  and  to 
co-ordinate    the  eyes  and  hands  rapidly.     The  "video  games"  that  are  so 
widely  used  now  are  an  example  of  a  machine  whose  use  depends  on  such 
a  skill.     (Video  Games  are  those  which  are  attached  to  a  television  — 
ping-pong,  tennis,   squash,   baseball.     You  look  at  the  screen  while  moving 
a  small  knob  to  make  your  man  move  back  and  forth.) 
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(j)   Finger  Dexterity 

This  is  the  ability  to  move  the  fingers  and  manipulate  small  objects  with 
the  fingers  rapidly  and  accurately.     If  you  learned  to  tie  your  shoelaces 
quickly  as  a  child,   you  may  have  this  aptitude.     Do  you  find  it  easy  to 
grasp  and  work  with  a  tiny  needle,   or  to  pick  up  things  with  a  pair  of 
tweezers  ?    Have  you  found  it  easy  to  embroider,  make  jewellery,  or 
assemble  small  model  cars  or  airplanes? 

(k)  Manual  Dexterity 

Can  you  move  your  hands  easily  and  skillfully?    Or  do  you  fumble  when 
you  try  to  do  things  with  your  hands?    Are  you  handy  with  screwdrivers, 
pliers,   or  knitting  needles?    Manual  dexterity  is  the  ability  to  work  with 
the  hands  in  placing  and  turning  motions. 

(1 )   Eye-Hand- Foot  Co-ordination 

This  is  simply  the  ability  to  move  the  hand  and  foot  co-ordinately  with 
each  other  in  agreement  with  visual  stimuli. 


(m)   Color  Perception 

Can  you  clearly  distinguish  all  colors  from  red  to  violet?    This  is  the 
ability  to  recognize  similarities  or  differences  in  color,   in  shades  of 
color,   or  in  other  values  of  the  same  color.     People  who  have  this 
aptitude  can  identify  particular  colors,   recognize  harmonious  or 
contrasting  color  combinations,   or  match  colors  accurately. 


The  aptitudes  you  have  just  read  about  are  the  most  common  ones  tested 
by  "General  Aptitude  Tests".     There  are  other  important  aptitudes,  however, 
that  we  will  discuss  briefly  below.     What  is  your  self-rating  on  each  of 
these  ? 


(n)  Creative  Imagination 

People  who  have  this  ability  can  describe  things  that  happen  in  detail. 
They  can  add  facts,   descriptions,   and  explanations  to  make  stories  more 
interesting.     When  you  are  given  the  first  part  of  a  story,   can  you  finish 
it  easily?     Are  you  able  to  give  several  reasons  for  your  point  of  view 
in  a  argument? 


i 
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(o)  Tonal  Memory 

This  is  the  ability  to  remember  sounds.     Can  you  carry  a  tune  in  your 
mind  after  hearing  it  only  once?     Can  you  hum  along  "in  tune"  with  a 
band  or  with  music  on  the  radio? 

(p)  Rhythm  Memory 


This  is  the  ability  to  give  careful   thought  to  the  future.     People  who  have 
foresight  choose  something  and  stick  to  it  even  though  there  are  no 
immediate  rewards.     Although  children  do  possess  this  aptitude,  it 
becomes  more  apparent  with  age. 


Contrast  the  bright  student  who  decides  to  work  right  after  graduation 
because  he  wishes  independence  from  a  restrictive  home  life  and  would 
like  a  car,   nice  clothes,  and  more  spending  money,  to  an  equally  bright 
student  who  decides  to  "stick  with  it"  through  technical  school,  and  stay 
at  home  even  though  he  woiild  have  more  freedom  elsewhere.  The 
second  student  knows  he  will  have  less  money  for  cars,   clothes,  and 
dates  but  realizes  that  his  future  benefits  will  be  greater.     The  second 
student  possesses  foresight. 


This  is  the  ability  to  keep  time 
with  music.     Can  you  tap  your 
feet  and  fingers  in  time  to  the 
band's  rhythm?    Do  you  find  it 
easy  to  learn  new  dance  steps  ? 
Do  you  alter  your  steps  to  keep 
in  step  when  you  walk  alongside 
someone  ? 


*M/SS  3MITH,  I  DON'T  THINK  YOU  COULD 
EVBR  5S  A  PROFESSIONAL  DANCER-  XOU 
SE£M  TO  yAVE  TWO  LEFT  FEET/" 


(q)  Foresight 


Example: 


■i 
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Exercise  2:    APTITUDES  -  How  do  you  Rate? 


As  you  read  about  each  of  the  aptitudes  discussed  on  Pages  5  to  12  of  the 
notes,   rate  yourself  as  to  what  level  you  possess  each  trait.  Be  realistic  and 
be  honest.     Remember,  this  test  is  to  help  you! 


LEVEL 

I  possess 
very  1 i  ttle 
or  none  of 
this 
apt  i  tude 

1  possess 
less  of  this 
as  compared 
to  others. 

1  am  about 
the  same  as 
most 
students . 

1  possess  an 
above  aver- 
age degree 
of  this 
aptitude. 

1  possess  ar 
extremely 
h  igh  degree 
of  this 
apt  i  tude. 

APTITUDE 

a 

General  Intelligence 

b 

Verbal  Reasoning 

c 

Numerical  Abi 1 i  ty 

d 

Abstract  Reasoning 

e 

Clerical  Speed  and 
Accuracy 

f 

Spatial  Relations 

g 

Mechanical  Reasoning 

h 

Form  Perception 

i 

Motor  Co-ordination 

j 

Finger  Dexterity 

k 

Manual  Dexterity 

1 

Eye-Hand-Foot 

Prt— rMrl  ina'h  Ion 
U(J  vJiuiiidLivJll 

m 

Color  Perception 

n 

Creative  Imagination 

o 

Tonal  Memory 

P 

Rhythm  Memory 

q 

Fores  ight 

Circle  those  traits  with  the  highest  ratings  in  colored  crayon  or  pen.  These 
should  be  close  to  your  aptitudes  if  you  have  assessed  yourself  carefully  and 
honestly. 
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Aptitudes  are  important  for  job  satisfaction.     The  worker  who  is  in  an 
occupation  which  allows  him  or  her  to  use  abilities  and  to  feel  that  he  or  she 
is  adequately  rewarded  for  effort  is  most  likely  to  find  satisfaction.     Look  at 
the  list  of  aptitudes  below.     Certain  occupations  depend  on  particular  aptitudes 
for  a  good  level  of  performance. 


APTITUDE 

OCCUPATION 

VERBAL  REASONING 

manager,   executive,  salesperson, 
teacher,   public  relations  person, 
lecturer,   psychologist,  minister 
(generally  needed  at  all  top  level  jobs) 

NUMERICAL  ABILITY 

librarian,   insurance  salesperson,  stock 
market  analyst,   accountant,  cashier, 
salesperson,   economist,  banker, 
business  machines  operator,  draftsman, 
engineer,  statistician 

CLERICAL  SPEED  AND 
ACCURACY 

scientific  researcher,  teacher,  lawyer, 
advertising  expert,  reporter 
vneeueu  lot  ciny  oiiiue  jou; 

SPATIAL  RELATIONS 

engineer,   sheet  metal  worker,  interior 
ueoignci,    d.n-ncLeoiogibx,  ureboiiid.K.er, 
architect,  sculptor,  aircraft  maintenance 
mechanic,   scientific  researcher 

MECHANICAL  REASONING 

tradespeople 

(any  occupation  in  the  scientific  or 
vocational  area) 

FORM  PERCEPTION 

naturalist,  journalist,   artist,  medical 
researcher,  photographer 

MOTOR  CO-ORDINATION 

sportsman,   television  technician, 
musician,   crane  operator 
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APTITUDE 

OCCUPATION 

FINGER  DEXTERITY 

architect,  bacteriologist,  artist, 
biologist,   draftsman,   graphic  designer, 
physician,   assembly  line  worker, 
electronics  technician,   radio  and 
television  technician 

MANUAL  DEXTERITY 

arts  and  crafts  worker,  sculptor, 
musician,  laboratory  worker, 
photographer,    assembly  line  worker, 
tradesperson 

EYE -HAND-FOOT 
CO  -ORDINA  TION 

sportsman,   dancer,   artist,   heavy  duty 
equipment  operator 

COLOR  PERCEPTION 

artist,   clothes  designer,   stage  designer, 
photographer,   interior  decorator, 
electronics  technician 

CREATIVE  IMAGINATION 

advertising  artist,   music  composer, 
cartoonist,  writer,   architect,  dancer, 
public  relations  person,  copywriter, 
teacher 

TONAL  MEMORY 

dancer,    actor,    all  music  occupations, 
acoustical  engineer,   radio  and 
television  announcer 

RHYTHM  MEMORY 

musician,  dancer 

FORESIGHT 

lawyer,   executive,   diplomat,  town 
planner,   scientist,  meteorologist 
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ABILITIES 

There  are  a  lot  of  people  who  could  learn  if  they  made  the  effort  but  do 
not  try.     Therefore  their  aptitudes  are  only  partially  used  and  an  ability  in 
that  area  never  develops.  In  this  case  achievement  is  not  equal  to  the  person's 
promise.  One  must  be  motivated  in  order  to  develop  abilities  out  of  aptitudes. 

It  is  necessary  to  explain  what  the  term  "ability"  means  before  trjring  to 
assess  your  own  abilities.     ABILITY  MEANS  THAT  A  PERSON  IS  ABLE  TO 
DO  SOMETHING  AND  IS  SKILLFUL  AT  IT.     COMPARED  TO  OTHERS,  YOU 
ARE  BETTER  AT  DOING  THIS  PARTICULAR  ACTIVITY.     YOU  MAY  HAVE 
THIS  ABILITY  BECAUSE  YOU  HAVE  WORKED  HARD  TO  DEVELOP  IT,  OR 
BECAUSE  YOU  HAVE  A  NATURAL  TALENT  (APTITUDE)  FOR  IT.  For 
instance,   John  is  proficient  in  mathematics  because  he  studies  very  hard  at 
it.      He  is  determined  to  learn  this  field  and  receives  an  85  as  his  final 
grading.     John's  ability  results  from  HARD  WORK.     Rick  also  received  an 
85,   but  he  did  not  have  such  a  tough  time  learning  his  mathematics  in  the 
first  place.     He  was  born  with  an  aptitude  for  numerical  reasoning  and  has 
found  mathematics  fairly  easy  right  through  school.     Rick's  ability  results 
from  DEVELOPING  AN  APTITUDE. 


A  person  may  have  a  high  ability  in  certain  fields,   an  average  ability  in 
some,   and  may  rate  low  in  other  fields.     If  you  have  a  high  ability  in  a 
certain  field,   compared  with  other  students  of  your  age,   and  if  you  have  not 
had  more  than  average  training  in  that  field,   then  you  probably  have  a 
special  talent  -  an  aptitude  in  the  area.     YOU  WILL  BE  BUILDING  ON  A 
REAL  STRENGTH  IF  YOU  SELECT  A  VOCATIONAL  ROUTE  WHICH  MAKES 
USE  OF  YOUR  SPECIAL  TALENT. 


There  are  some  students  who  are  average  in  everything,   but  cannot 
achieve  excellence  in  anything.     Maybe  this  seems  to  be  a  handicap,   but  it 
actually  means  that  the  student  is  adaptable.     Adaptability  is  an  invaluable 
quality  in  today's  changing  world  of  work.     The  problem  which  this  person 
may  face  is  to  narrow  down  his  choices  and  explore  only  those  which  will 
fulfill  his  needs  and  give  satisfaction. 

Do  not  allow  your  interests  to  be  your  only  guide  in  choosing  an 
occupation.     Interests  must  be  accompanied  by  ability  in  order  for  a  person 
to  be  successful  at  a  job.     Everyone  wants  to  succeed,   but  not  everyone  is 
realistic  in  assessing  his  or  her  own  interests  and  abilities.     The  result  is 
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that  many  people  want  to  enter  jobs  not  suited  to  their  abilities  —  jobs  which 
they  are  not  capable  of  doing.     In  studies  of  aspirations  of  both  Albertan  and 
American  students,   it  was  found  that  from  38  to  53%  of  the  total  wished  to  be 
in  the  professional  or  technical  area,  and  only  3  to  5%  planned  to  enter  unskilled 
labour.  In  reality,   the  professional  and  technical  areas  hire  very  few  workers 
and  about  15%  of  people  enter  unskilled  labour.     Aspirations  of  youth  tend  to 
be    unrealistic  ally  oriented  towards  the  professions.     Obviously,   new  graduates 
have  to  accept  employment  below  their  desired  levels.     The  difficulty  here  is 
that  one  must  put  aside  an  ideal  or  imagined  self  and  look  at  the  real  self. 
Values,   aptitudes,    and  abilities  must  be  honestly  assessed  so  that  the  right 
level  occupation  within  a  wide  area  of  interests  can  be  chosen. 

Types  of  abilities  are  important  factors  which  should  influence  your 
decision.     Take  a  close  look  at  types  of  abilities. 

(1)  General  Ability 

People  with  general  ability  are  characterized  by  their  clear  thinking.  Such 
individuals  use  an  orderly  approach  to  solve  problems  and  can  come  to 
decisions  on  their  own.     They  are  interested  in  ideas  and  in  basic 
concepts  and  principles  —  "how  it  works"  or  "what  makes  it  run".  They 
have  an  extensive  vocabulary. 

(2)  Academic  Ability 

This  refers  to  the  capacity  to  handle  academic  subjects,   such  as  English, 
social  studies,  mathematics  and  science.     It  is  the  ability  we  draw  on  in 
reasoning,   in  understanding,   and  in  using  ideas.     Better  than  average 
academic  ability  is  needed  for  success  in  most  university  courses: 
professions  such  as  engineering,  law,   architecture,   chemistry,  teaching, 
and  medicine.     It  is  important  in  bookkeeping,   accounting,   and  in  many 
other  careers.     People  who  are  good  at  abstract  thinking  are  usually  in 
this  group.     Your  past  performance  in  academic  subjects  (English,  social 
studies,  mathematics  and  science)  is  your  best  indication  of  your  ability 
level. 


On  the  next  page  is  a  case  study  about  a  girl  named  Donna. 
Read  it  carefully  and  think  about  it. 
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Donna  had  always  wanted  to  he  a  dietician.    She  worked  very 
hard  throughout  high  school  but  failed  to  gain  the  average 
needed  for  admission  into  university.    Discouraged^  hut  not 
willing  to  give  up^  she  wrote  chemistry  and  hiology  supple- 
mentals  in  August  hut  was  still  unable  to  raise  her  average. 

Donna  was  disappointed  that  she  was  forced  to  delay  her  plans. 
She  took  a  job  and  enrolled  in  night  classes.    In  January ^ 
she  rewrote  the  two  subjects  and  now  obtained  a  satisfactory 
average,    A  counsellor  at  the  university  was  skeptical  of 
Donna's  plans.    Donna  insisted  that  she  wanted  to  become  a 
dietician. 

Two  years  later  Donna  had  still  not  passed  all  of  her  first 
year  university  courses.    She  was  asked  to  withdraw  from 
university  and  was  bitterly  disappointed.    Now  she  was 
forced  to  face  the  work  world  without  any  vocational 
preparation. 


Could  this    have  happened  if  Donna  had  faced  the  facts  regarding 
her  academic  ability?    Repeating  several  subjects  in  order  to  raise 
gradings,   especially  when  you  have  already  worked  very  hard,   does  not 
really  solve  your  problem.     Perhaps  Donna  would  have  been  better  off 
had  she  trained  herself  for  a  job  at  the  skilled  level  rather  than  a 
"profession".     This  choice  would  have  been  more  realistic. 


Various  IQ  Tests  have  been  devised  to  measure  intellectual  ability,  but 
none  have  proven  to  be  absolutely  reliable.     A  person  may  have  many 
abilities  not  covered  by  the  test.     In  addition,   it  is  what  a  person  does 
with  his  or  her  mental  ability  which  is  important. 

(3)    Mechanical  Ability 

People  who  can  readily  understand  how  machines  work,   and  so  are  able 
to  adjust  and  repair  them  have  mechanical  ability.     Often  this  is  not 
readily  apparent.     The  person  knows  that  he  or  she  likes  doing  mechanical 
jobs.     This  ability  could  have  originated  through  experience  and  pre- 
occupation with  such  activities.     Some  jobs  in  which  mechanical  ability  is 
essential  are:    auto  mechanic,  machinist,   engineer,   electrician,  carpenter, 
and  crane  operator. 
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(4)    Special  Abilities  (Talents) 

Careers  in  music,   drama,    art,   and  writing  are  based  on  special  talents 
which  people  seem  to  have.     Noting  the  absence  of  such  abilities  in 
yourself  during  the  growing  years  makes  it  possible  to  eliminate  such 
career  fields  from  your  planning.     There  are  "late  bloomers"  but  this 
does  not  happen  often.     Examples  of  such  occupations  are  public  lecturer, 
pianist,   artist,   writer,   singer,    and  orchestra  leader. 

In  this  area,   many  students  are  unrealistic.     Take  the  case  of  Lorna  as 
an  example. 

Lovna's  leisure  time  activity  was  doodling.    She  loved  to  do 
fancy  lettering^  tvace  fashion  illustrations ,  and  draw  lanky 
models.    She  had  never  had  any  art  classes  but  her  work  was 
good,    A  friend  told  Lorna  that  she  should  go  into  advertising . 
This  advice  flattered  Lorna,    She  started  applying  for 
advertising  positions  —  never  doubting  her  "artistic"  talent. 
Time  after  time  she  was  turned  down. 


Why?    She  had  taken  her  friend's  suggestion  without  getting  the  opinion  of 
a  qualified  person.     Lorna  had  not  evaluated  herself  realistically.  Her 
work  was  good,   but  other  applicants  could  draw  better.     They  obviously 
had  worked  at  developing  their  talent  for  a  long  time.     Some  had  taken 
commercial  art  in  high  school  and  many  had  attended  college.  Others 
had  experience  at  community  newspapers  or  with  school  publications. 
Lorna  was  only  an  average  artist  with  too  high  aspirations. 


This  should  illustrate  the  disappointment  one  could  lead  himself  into  if  he 
did  not  assess  his  talents  realistically.     Compare  yourself  with  others 
of  the  same  age  and  same  training.     If  you  really  feel  that  you  do  better 
than  average  work,   perhaps  you  should  develop  this  aptitude  further. 
Maybe  then  it  can  turn  into  a  "special  ability"! 

(5)    Social  Ability 

Social  ability  is  used  in  dealing  with  people,   that  is,   in  human  relations. 
It  is  the  ability  to  sense  the  feelings  and  desires  of  others,    and  to  react 
to  others  with  due  regard  for  their  feelings.     It  includes  the  ability  to 
feel  friendly  towards  people  -  to  like  them. 
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(a)  Communication 

You  have  already  learned  that  one  important  attribute  in  human 
relations  is  the  ability  to  communicate.     No  matter  how  interested 
one  professes  to  be  in  someone  else,   there  must  also  be  communic- 
ation in  order  to  produce  a  working  relationship  between  people. 
Among  adults  the  means  most  used  is  the  spoken  word.  Voice 
inflections  express  all  the  emotions,   from  trembling  fear  to  intense 
anger.     A  pleasant  voice  is  a  definite  social  asset  in  all  occupations, 
but  is  particularly  important  in  occupations  such  as  receptionist, 
radio  announcer,   or  teacher.     Communication  by  facial  expression 
and  gestures  also  conveys  a  person's  thoughts.     Communication  by 
means  of  the  written  word  is  important  in  both  the  business  and 
social  world.     A  job  application  and  a  letter  to  a  friend  both  require 
the  social  ability  of  communication. 

(b)  Honesty 

Social  ability  implies  a  certain  integrity  in  social  situations.  It 
involves  a  code  of  ethics,   or  a  moral  code,    and  is  concerned  with 
what  we  consider  to  be  right  or  wrong.     Our  moral  code  does  not 
permit  dishonesty  of  thought:    half-truths,     "putting  something  over" 
on  the  other  fellow,  two-facedness,   and  not  keeping  promises.  Social 
integrity  means  honesty  in  dealing  with  other  people.     It  implies 
tolerance  for  another's  viewpoint  and  lack  of  racial  prejudice. 

(c)  Persuasiveness 

Everyone  needs  social  ability,   since  this  is  the  capacity  to  work 
effectively  with   others,   and  life  forces  us  to  deal  with  people  whether 
we  like  it  or  not.     In  some  occupational  fields,   however,  social 
ability  is  particularly  important.     The  different  types  of  selling, 
public  relations,   advertising,   sales  promotion,   publicity,  politics, 
radio,   television,   and  motion  picture  entertainment  represent  some  of 
the  occupational  areas  which  require  social  persuasiveness.  Persuasive 
ability  can  be  used  at  all  levels,  from  the  unskilled  workman  to  the 
executive  responsible  for  the  functioning  of  an  organization. 

(d)  Service 

Another  facet  of  social  ability,   service  to  others,  motivates  those 
people  who  choose  occupational  areas  such  as  medicine,   nursing,  the 
ministry,  teachings  and  social  service.     People  with  ability  in 
occupations  of  this  type  desire  to  do  things  for  the  benefit  of  others 
rather  than  primarily  for  their  own  benefit. 
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Exercise  3:    Self  Analysis  of  Ability 

Before  considering  an  occupation,   it  is  necessary  for  you  to  evaluate  your 
own  abilities.     Answer  the  following  questions  honestly.     They  will  help  you 
analyze  your  own  strengths  and  weaknesses. 

(1)  Academic  Ability 

Consider  your  work  in  the  academic  subjects:  English, 
social  studies,  mathematics,   and  the  sciences. 

In  which  subject  do  you  now  do  your  best  work?   

What  is  your  average  grading  in  this  subject?   

In  which  subject  do  you  now  do  your  poorest  work?   

What  is  your  average  grading  in  this  subject?   

Compare  your  academic  ability  to  other  students  in  your  grade. 
It  is:    (circle  one) 

very  poor      poorer  than  about  the  same  higher  than  very 

most  students        as  most  students         most  students  high 

(2)  Social  Ability 

Reread  the  section  on  Social  Ability  (pages  19  and  20).     Rate  yourself 
on  each  of  the  attributes  by  circling  the  appropriate  term. 


Ability  to  communicate  - 

very 

poor 

poor 

average 

good 

very  good 

Honesty  - 

very 

poor 

poor 

average 

good 

very  good 

Social  Persuasiveness  - 

very 

poor 

poor 

average 

good 

very  good 

Service  to  others  - 

very 

poor 

poor 

average 

good 

very  good 

(3)    Special  Abilities 

Do  you  have  any  special  abilities?    If  so,  in  what  area?    How  are 
you  developing  these  talents? 
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Exercise  4;  Definitions 

Define  in  your  own  words  the  meanings  of  the  following  terms. 
(1)    Value  _  


(2)  Aptitude 


(3)  Ability 


(4)    Social  Ability 
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The  scene  at  the  left  shows  JOE  (right 
figure),   an  old  time  employee  of 
Fancy  Restaurant,   greeting  the  new- 
employee,   BILL  (left  figure). 


(a)  From  your  first  impression  of  the 
scene,  which  man  appears  to  have 
more  social  ability? 


(b)    In  what  ways  does  JOE  show  his 
lack  of  integrity  in  social 
situations  ? 


(c)    In  what  ways  does  BILL  show  his 
ability  to  communicate? 
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(d)    In  this  particular  situation  what  do  you  think  Joe's  problem  is? 
(Hint:     Read  the  section  on  "honesty"  again.  ) 


(e)    Give  Joe  some  pointers  in  improving  his  social  ability. 


Exercise  6:    Using  Values  in  Decision  Making 

Listed  below  are  some  common  values  of  both  adults  and  teenagers. 

prestige  family  independence  responsibility 

recognition  honesty  money  immediate 

pleasure 

helpfulness  creativity  education 

Read  the  stories  that  follow.     They  are  about  people  who  have  to  make 
decisions.     Tell  what  you  think  the  person  would  decide  under  the 
circumstances.     Write  that  decision  in  the  proper  space.     What  value 
from  the  list  above  does  that  decision  represent?     (If  you  do  not  find 
one  in  the  list  that  fits,  write  your  own  idea  of  the  value  in  the  space 
given.  ) 


(1)    Julie  is  interested  in  drama  and  has  studied  that  subject  in  both 
junior  high  and  high  school.     She  also  enjoys  children  -  playing 
with  them,   babysitting  them,   teaching  them.     In  June,   she  is  offered 
work  with  a  local  drama  club  for  the  summer.     She  would  be  paid 
$4  an  hour.     At  the  same  time  she  is  asked  to  work  at  a  daycare 
center.     She  would  be  paid  $4  an  hour  for  the  babysitting  job  also. 
She  is  not  able  to  accept  both  positions. 

Julie  decides  to 
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(2)    Bill  is  good  at  working  on  cars  and  engines.     Next  year,  in  high  school, 
a  course  in  auto  mechanics  is  being  offered.     Bill  has  only  one  block 
in  his  timetable  where  he  can  take  whatever  subject  he  wishes.     He  likes 
auto  mechanics,  however,  he  also  wants  to  enter  a  technical  institute 
after  Grade  XII.     That  institute  recommends  that  all  students  concentrate 
on  science  subjects.     What  course  will  Bill  take  in  his  empty  block? 

Bill  decides  to 


He  values 


(3)    PaiiL  Simpson  is  an  editor  of  Newsworthy  Publishers,  Inc.     He  is 
earning  $20  000  a  year  and  enjoying  the  chance  to  write  and  to  use 
his  creative  ideas.     His  two  oldest  children  will  be  entering  university 
next  fall  and  this  will  be  a  drain  on  family  finances.     There  are  three 
other  children  in  the  family.     The  company  president  offers  Paul  the 
position  of  assistant  vice-president  at  a  salary  of  $36  000  a  year.  He 
would  be  handling  financial  accounts,   personnel  problems,  and  sales. 
There  would  not  be  any  opportunity  for  the  creative  writing  that  Paul 
enjoys. 

PaiiL  decides  to 


He  values 


Be  sure  to 

hand 

in  all 

exercises  for  this  lesson. 

Exercise  1 

-  P- 

5 

Exercise  4  -  p. 
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Exercise  2 
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13 
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UNDERSTANDING  YOURSELF 
PERSONALITY  COUNTS 

PERSONALITY  is  one  of  the  most  important  things  which  causes  people 
to  like,  or  to  dislike,  you.     It  is  the  combination  of  personal  traits  that 
makes  you  different  from  every  other  person.    As  you  have  seen  in  previous 
lessons,  we  are  becoming  a  society  of  employees  rather  than  independent 
operators  so  it  is  important  that  individuals  get  along  with  bosses  and  with 
fellow  employees.     Even  if  one  has  brains,  good  looks,  or  a  university 
degree,  his  or  her  success  in  the  world  of  adult  occupations  will  depend  on 
how  cooperative  that  person  is  with  co-workers. 

Most  of  us  have  come  in  contact  with  people  who  may  be  as  homely 
as  a  bulldog  and  have  a  voice  like  a  foghorn,  yet  we  do  like  them.    Do  you 
know  why?    Are  they  friendly?    Or,  maybe  they  are  helpful?    We  often 
fail  to  consider  the  appeal  of  PERSONALITY  because  it  is  so  abstract. 
If  you  could  appraise  a  person's  total  personality  by  just  looking  at  him, 
you  might  be  able  to  figure  out  the  answer  to  the  age-old  question, 
"What  does  she  see  in  him?"    However,  this  is  impossible.  There 
are  too  many  qualities  that  make  up  one's  personality. 

Like  skills,  personality  traits  may  be  learned.     Many  traits  are 
deeprooted  in  our  upbringing  and  only  develop  in  a  positive  manner  through 
practice.     Below  are  some  of  the  most  important  traits  we  may  acquire 
in  childhood.     We  expect  an  EMOTIONALLY  MATURE  PERSON  to  develop 
an  acceptable  level  of  these  qualities. 

(1)   FRUSTRATION  TOLERANCE 

This  simply  means  a  person's  ability  to  accept  failure  or 
disappointment.    A  person  who  possesses  this  quality  realizes  that 
failure  and  disappointment  are  part  of  life  and  that  continual  effort 
will  eventually  result  in  success.     People  who  sulk  and  throw  temper 
tantrums  and  refuse  to  keep  trying  do  not  have  this  quality. 

Some  people  do  not  put  sufficient  effort  into  their  activities 
because  they  are  afraid  to  try.     FEAR  in  some  form  is  possessed  by 
all  human  beings.     Sometimes  this  is  good  because  it  drives  us  into 
action  and  leads  us  to  success  we  may  not  have  attained  otherwise. 
In  new  job  situations  employees  sometimes  have  an  unreasonable  fear 
of  the  boss,  therefore  they  cannot  do  their  best  work.     In  time,  the 
employee  realizes  that  the  boss  is  human  and  reasonable,  and  this 
fear  of  him  disappears.     Such  fear  of  criticism  is  unnecessary. 
Throughout  one's  life,  there  will  be  situations  in  which  one  is 
open  to  criticism  so  one  must  learn  to  accept  it  graciously  regardless 
of  inner  feelings.     Learning  to  tolerate  frustration  is  part  of  growing  up. 
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(2)    CONSIDERATION  FOR  THE  RIGHTS  AND  FEELINGS  OF  OTHERS 

We  describe  people  who  never  learn  to  respect  other  people's 
property,  feelings,  or  ideas  as  "self- centered",  "selfish",  and 
"inconsiderate".    A  person  like  this  continually  isolates  himself 
from  others  because  he  has  not  learned  "good  manners". 
Such  undesirable  traits  are  learned  in  childhood.     They  result  from  the 
parents'  failure  to  check  a  child's  rudeness,  by  letting  him  take 
things  which  do  not  belong  to  him  and  so  on.     The  mother  who 
loves  her  child  to  the  extent  that  she  allows  that  child  to  do  whatever 
he  likes  has  not  controlled  her  emotion  of  love.    A  child  who 
goes  into  temper  tantrums  needs  to  be  taught  to  control  this  emotion. 
In  some  cases,  we  stifle  an  emotion  by  avoiding  a  situation  or  denying 
that  that  situation  exists.     "Running  away"  in  this  manner  is  not 
emotionally  healthy. 

What  humans  need  most  of  all  is  someone  to  appreciate  their 
efforts  and  to  tolerate  their  weaknesses.     Psychologists  say  that  one's 
best  work  is  attained  if  praise  is  given  for  an  accomplishment.  Too 
often  a  person's  errors  are  pointed  out,  and  too  seldom  is  praise 
given.     In  all  human  relationships,  caring  for  others  may  be  shown  by 
a  word  of  praise  or  encouragement  for  work  well  done.     Both  the 
giver  and  receiver  will  benefit.    Although  this  trait  grows  from  child- 
hood, it's  good  to  note  that  through  practice  in  considering  other 
people's  feelings,  you  are  actually  making  yourself  a  more  likeable 
person. 


(3)  FRIENDLINESS 

If,  as  children,  we  have  loving  parents  —  those  who  train  us  with 
firm  but  kindly  discipline  —  we  build  up  expectations  of  friendliness  in 
others.    A  suspicious  and  hostile  person  creates  ill-feelings  in  others. 
This  personality  trait  seems  to  override  any  personal  assets  we  may 
have.     People  tend  to  react  as  they  are  treated. 

In  high  school  you  should  learn  to  control  your  temper,  to  avoid 
being  a  show-off,  to  accept  direction  from  a  person  in  authority,  and 
to  endure  jealousy.     Bad  habits  are  hard  to  erase.     At  this  age, 
permanent  personality  traits  begin  to  be  apparent  so  if  you  have  some 
bad  ones,  try  to  unlearn  them.     If  you  cannot  eliminate  such  traits, 
then  you  should  become  very  sensitive  to  the  fact  that  they  are 
present  and  control  them  as  much  as  possible. 
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At  the  beginning  of  this  lesson  we  mentioned  that  cooperating  with 
others  will  be  even  more  important  in  the  future.     School  is  part  of 
your  training  for  later  life.     By  now,  you  probably  have  had  to  adjust 
your  traits  in  dealing  with  others.     Look,  below,  at  some  examples 
of  situations  and  mature  reactions  which  should  accompany  them. 


Emotional  Restraint 


A  child  shows  his  emotions 
openly  —  we  expect  to  see  him 
pout  when  he  doesn't  get  his 
way  or  to  scream  joyously  when 
something  good  happens.  As 
we  attain  adulthood,  society 
expects  us  to  hide  our  emotions. 
This  does  not  mean  that  we 
suppress  emotions  altogether, 
but  that  we  must  act  in  a 
poised  manner. 


THE  ABILITY  TO  CONTROL  ONE'S  EMOTIONS 
IS  A  SIGN  OF  EMOTIONAL  MATURITY. 


Consider  what  an  appropriate  response  would  be  in  each  of  the 
following  situations. 

(a)    You  are  repeatedly  jolted  and  jabbed  in  the  back  as  you 
wait  in  line  to  see  a  movie. 

Some  people  deliberately  try  to  irritate  others.     Do  not 
give  them  that  satisfaction!    You  will  be  respected  more 
if  you  stay  even-tempered  and  do  not  become  hostile. 


(b)    You  make  a  funny  remark  at  a  gathering  which  makes 
people  roll  on  the  floor  in  laughter. 

Laughter  is  good,  but  avoid  becoming  a  show-off.  Once 
a  remark  is  made,  let  it  end.     Only  immature  people 
try  to  keep  the  centre  of  attention. 
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(c)  Someone  you  dislike  says  a  few  harsh  words  to  you. 

We  must  learn  to  cooperate  with  people  we  dislike. 
Throughout  life,  people  are  in  a  position  where 
they  must  tolerate  others.    A  person  who  is  proud 
to  "tell  people  off"  is  immature.     If  you  are  constantly 
irritated  by  others,  the  chances  are  that  you  have  a 
problem.     However,  if  your  dislike  is  confined  to  one 
person,  you  are  probably  normal. 

(d)  Your  best  friend  becomes  overly  friendly  with  your 
steady. 

Anger  and  fear  often  combine  to  create  jealousy.  People 
who  are  always  jealous  are  insecure.    We  may  become 
jealous  because  we  wish  to  "hang  on"  to  our  friends  or  to 
have  what  they  have.     Jealousy  often  produces  the 
opposite  effect  on  others  than  we  wish.     Friends  will 
soon  resent  our  "clinginess".    We  cannot  avoid  being 
jealous  at  times  but  we  do  not  need  to  make  such 
emotions  obvious. 


Tolerance 

This  does  not  refer  to  frustration  tolerance  which  was 
discussed  earlier.     It  refers  to  prejudice.     Learning  to  live  with 
your  dislikes  and  to  see  good  features  in  those  you  dislike  is 
part  of  growing  up.     Young  children  learn  prejudices  from  people 
with  whom  they  come  in  contact. 

How  would  you,  as  a  mature  person,  deal  with  negative 
feelings  in  the  following  cases  ? 

(a)  A  student  of  another  race  sits  beside  you  at  the  lunch 
counter. 

This  country  is  increasingly  becoming  one  of  mixed  races. 
Most  of  us  do  have  some  racial  prejudices  but  we  should 
keep  in  mind  that  no  modern  race  has  any  superiority 
over  another.    If  you  wish  to  be  successful  in  the  world, 
you  must  be  friendly  to  everyone. 

(b)  John,  a  member  of  your  group  project  team,  disagrees 
with  your  ideas  on  what  is  appropriate  for  the  project. 
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You  should  be  able  to 
listen  to  others,  think 
over  their  words,  and 
accept  the  way  they 
think.     This  does  not 
mean  that  you  must 
agree  with  their  ideas . 
It  is  called  "interchange 
of  ideas"  and  means  that 
every  person's  opinion 
should  be  considered. 
People  do  not  need  to 
sacrifice  their  own 
values  in  order  to 
accept  others'  ideas. 


LET  OTHERS  EXPRESS   THEIR  OPINIONS. 
SOMETIMES  A    PERSON  GIVES  THE  IMPRES 
SION  THAT  SHE'S  ONLY  INTERESTED  IN 
WHAT  SHE  HAS  TO  SAY. 


Intolerance  produces  negative  feelings  because  it  cuts  off 
communication  with  others.     Uncontrolled  anger,  shown  by  shouting, 
by  screaming,  or  by  destroying  property  will  result  in  nothing 
but  contempt  for  the  person.     Controlled  anger  directs  channels 
of  improvement  in  social  relationships.     Take  the  example  of 
Dicken's  writing  of  Oliver  Twist.    He  used  the  energy  of  his 
anger  to  write  the  book  showing  the  evils  of  child  orphanages. 
Dickens  used  his  anger  in  a  constructive,  not  in  a  destructive  way. 


Consistency 

This  term  refers  to  behavior  which  is  predictable.     You  can 
rely  on  that  person  to  have  a  consistent  behavior  if  the  situation 
is  similar.     Unpredictable  people  are  often  considered  exciting 
and  interesting.     Such  fascination,  however,  lasts  a  short  time. 
We  soon  discover  that  unpredictable  people  cannot  be  depended  upon. 
High  school  students  should  concern  themselves  with  building  up 
consistency  in  their  character. 
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Their  standards  of  conduct  should  be  consistent.     Are  you 
consistent  in  your  actions?    Are  you  always  truthful?    Will  you 
admit  your  mistakes  rather  than  hide  them? 

Do  not  be  "moody".     People  should  not  wonder,   "What  kind 
of  mood  will  he  be  in  today?"    It's  true  that  everyone  does 
not  always  feel  cheerful;  however,  there  is  no  need  to  show  the 
way  one  feels  outwardly. 

People's  actions  should  be  consistent.    To  feel  secure,  most 
of  us  need  routine.     For  example,  eight-year- old  Billy  was 
usually  allowed  to  stay  up  until  8:30.     However,  on  Tuesday  evening 
his  mother  sent  him  to  bed  at  7:30  because  visitors  were  expected. 
Billy  protested  that  it  was  unfair  and  he  was  right.     His  mother's 
actions  were  inconsistent  in  this  case.     Examples  of  consistency  in 
work  situations  are  arriving  at  work  on  time,  attending  a  meeting 
when  you  have  promised  to,  and  having  work  done  for  the  day  that 
was  promised. 

Just  as  people  must  be  emotionsdly  mature,  they  must  be  socially 
mature.    Good  emotional  control  is  important  and  can  be  learned  while  in 
high  school.     How  well  you  do  in  your  social  relationships  is  determined 
by  how  well  you  have  learned  to  cope  with  many  situations.     Control  your 
actions  and  emotions  and  you  will  not  irritate  other  people. 

Below  are  listed  the  qualities  of  SOCIAL  MATURITY.  If  you  read 
carefully,  you  will  see  how  closely  these  characteristics  are  related  to 
emotional  maturity  discussed  in  the  previous  few  pages. 

(1)  SELF-RELIANCE 

A  student  shows  self-reliance  when  he  can  take  the  responsibility 
for  getting  started  and  carrying  through  a  task  by  himself.     He  won't 
ask  "How  do  I  start  this?"  or  "I  don't  understand  the  question"  or 
"Can't  you  help  me?"    In  adult  life  decisions  must  be  made.  When 
a  student  starts  using  his  own  ideas  and  tries  the  best  he  can  to  do 
a  task,  he  is  preparing  himself  for  adult  life. 

(2)  A  SENSE  OF  HUMOUR 

Can  you  laugh  at  yourself?     People  who  cannot  take  a  little  bit  of 
teasing  or  see  a  joke  on  themselves  will  not  be  very  popular  with 
others.     Don't  take  yourself  too  seriously  or  you  will  give  others  the 
impression  that  you  think  yourself  superior.     Anger  will  only  provoke 
more  teasing  so  you  must  remember  to  exercise  emotional  restraint 
when  a  show-off  continually  "bugs"  you. 
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(3)  SYMPATHY 

Praise  gives  us  a  good  feeling  about  ourselves  and  so  does 
sympathy.    It  shows  us  that  someone  stands  behind  us  —  that  the  person 
understands  our  feelings.     Some  people  are  unsympathetic  and  cruel 
because  they  have  never  been  in  that  particular  situation.     If  you 
take  the  opportunity  to  serve  others,  to  comfort  worried  people,  to 
talk  to  those  who  are  ill  or  less  fortunate,  then  you  probably  will 
develop  this  quality.     Social  work,  nursing,  medicine,  and  teaching 
are  only  a  few  occupations  that  require  a  certain  degree  of  sympathy. 

(4)  HONESTY 

Since  the  most  primitive  civilizations,  honesty  has  been  part  of 
the  human  code  of  ethics.     To  keep  a  good  reputation  we  must  be 
honest  in  our  thoughts,  words,  and  actions.     People  can  never  be 
sure  of  our  intentions  and  cannot  trust  us  if  we  are  dishonest. 
A  person  who  gets  into  the  habit  of  cheating  and  using  the  work  of 
others  as  his  own  can  destroy  his  self-respect.    A  person  who  says 
one  thing  but  does  the  opposite  lacks  sincerity  and  will  soon  be 
discredited  by  his  friends.     Honesty  is  usually  taken  for  granted. 
In  fact,  you  will  see  in  a  study  discussed  further  in  the  lesson 
that  eight  percent  of  the  people  are  fired  because  of  dishonesty. 
This  should  impress  upon  you  the  importance  honesty  plays  in 
keeping  a  job. 

(5)  TACT 

A  person  who  is  tactful  says  and  does  the  right  things  at  the  right 
time.     It  is  important  for  everyone  to  have  tact,  but  is  especially  so 
if  you  are  in  a  position  of  authority  over  others.     The  teacher  who 
tells  John  in  front  of  the  whole  class  that  he  needs  a  bath  lacks  tact. 
The  medical  receptionist,  who  in  front  of  an  entire  waiting  room  full 
of  strange  people,  asks  the  patient  to  describe  her  sickness  in  detail 
lacks  tact.    A  curious  lady  who  asks  another  what  the  original  color 
of  her  hair  was  lacks  tact.    Any  necessary  criticisms  or 
communications  should  be  done  in  private.     Signs  of  maturity  are 
knowing  what  to  say,  when  it  should  be  said,  and  how  it  should  be  said. 

(6)  LOGICAL  BEHAVIOR 

This  means  that  a  person  should  behave  in  a  way  expected  of 
him  in  a  given  situation.     Logical  behavior  is  closely  related  to 
consistency.     For  example,  it  is  logical  to  expect  workers  to  arrive  on 
time,  to  do  duties  asked  of  them,  and  to  work  in  an  orderly  fashion. 
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If  something  is  done  out  of  one's  routine,  it  is  considered  illogical 
behavior.     For  instance,  we  usually  eat  meals  according  to  a  set 
pattern  and  schedule.     It  would  seem  illogical  if  one  day  we  would 
have  roast  pork  for  breakfast  and  porridge  for  supper. 

(7)  TRUSTWORTHINESS 

If  you  can  be  relied  upon,  then  you  are  trustworthy. 
Trustworthiness  is  first  learned  in  the  home.     The  small  boy  is  sent 
on  an  errand  and  is  expected  to  go  about  it  on  time.     He  gains 
practice  in  this  until  he  can  perform  correctly.     Later  he  is 
trained  not  to  discuss  family  affairs  of  a  personal  or  business  nature 
outside  the  family  circle.     This  gives  him  practice  in  self-restraint. 
At  school,  he  is  entrusted  with  certain  tasks.     It  may  be  his 
privilege  to  help  the  teacher  with  certain  correction  exercises, 
or  decoration  jobs.     These  add  to  his  capacity  to  be  trusted. 
When  he  finally  enters  the  working  world  his  employer  will  need 
to  rely  upon  him  also.     The  truckdriver  is  entrusted  with  the 
company's  cargo,  the  postman  with  Her  Majesty's  mail,  the  farm 
hand  with  the  tractor  and  combine,  the  lawyer  with  the  client's 
business,  the  bookkeeper  with  the  firm's  cash,  and  the  scientific 
researcher  with  atomic  secrets. 

(8)  AMBITION 

Do  you  have  drive  to  "get  ahead"  or  to  better  your  position  in 
life?    Ambition  is  a  normal  and  a  desirable  trait.     People  who  set 
a  goal  higher  than  their  present  level  are  stimulated  to  do  better. 
Do  remember,  though,  that  your  ambitions  should  be  held  within  your 
own  ability  range.     Don't  hurt  yourself  by  choosing  a  goal  which  is 
totally  out  of  reach  or  unsuitable. 


Until  now,  we  have  discussed  the  qualities  that  should  have  developed  as 
you  have  matured.     These  are  traits  taken  for  granted  by  employers.  It 
is  now  time  to  show  you  how  personality  effects  one's  relationship  with  an 
employer  and  with  other  employees.     Just  how  important  are  all  of  these 
qualities  in  your  working  life? 

Many  studies  have  been  made  on  causes  of  dismissal.     One  Canadian 
survey  showed  that  out  of  4  000  office  and  clerical  workers  discharged, 

only  10%  were  let  go  for  lack  of  skill  or  knowledge           the  rest  were  fired 

for  carelessness,  laziness,  or  inability  to  cooperate           all  personality 

flaws . 
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WHY  PEOPLE 

LOSE  THEIR  JOBS  OR  ARE  NOT  PROMOTED 

Carelessness 

14.1 

Tardiness 

6 

.7 

Non-Cooperation 

10.7 

Lack  of  Loyal ty 

5 

.5 

Laziness 

10.3 

Lack  of  Courtesy 

2 

.2 

Absence  For  Causes 
Other  Than  1 1 Iness 

Di  shonesty 

8.5 
8.1 

Insufficient  Care 

Of  And 
Improper  Clothing 

Sel f-Sat i  sfact  ion 

.  \j 
.9 

Attention  to 
Outside  Things 

7.9 

1 rresponsibi 1 i  ty 

.3 

Lack  of  i  ni  tiat i ve 

7.6 

Unadaptabi 1 i  ty 

.3 

Lack  of  Ambi  t ion 

7.2 

TOTAL 

91 

.3% 

In  Hunt's  study,  less  than  10%  of  employees  were    dismissed  because 
they  lacked  specific  skills  like  spelling,  English,  shorthand,  mathematics, 
and  penmanship.     This  should  prove  to  you  the  importance  of  personality 
and  character  in  vocational  success.     Skills  are  considered  important  by  the 
employer,  but  are  not  sufficient  for  success. 


Let  us  examine  in  more  detail  some  of  these  factors  as  related  to  the 

job. 

CARELESSNESS  heads  the  list  for  discharge  in  Hunt's  study.     One  careless 
man  in  industry  may  endanger  the  lives  of  countless  others  as  well  as 
his  own  life.     Consider  the  employee  who  smokes  as  he  empties  gasoline 
from  a  tanker,  or  the  one  who  does  not  set  the  emergency  brake  when 
parking  on  a  hill,  or  the  one  who  leaves  a  deep  hole  uncovered  at  a 
construction  site.     Carelessness  is  one  bad  habit  that  can  be  cured  by 
paying  close  attention  and  taking  care  in  what  one  is  doing. 

LAZINESS  accounted  for  10.3%  of  the  discharges.     Frequently  this  develops 
because  insufficient  demands  are  made.     There  is  both  physical  and  mental 
laziness.    An  underachiever  often  coasts  along  doing  the  minimum  required. 
One  solution  is  to  increase  the  minimum.     Laziness  on  the  job  is  soon 
spotted  by  fellow  employees  who  resent  anyone  who  does  not  carry  his  or 
her  share  of  the  load. 
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ABSENTEEISM  for  causes  other  than  illness  is  not  tolerated  by  most 
employers.     In  school  situations  where  a  student  misses  class  too 
frequently,  his  routine  is  interrupted,  and  he  loses  continuity  and 
interest.    In  a  work  situation,  time  off  for  non-essential  appointments  and 
sick  days  results  in  disorganization  and  loss  to  the  firm. 

Some  companies  will  tolerate  absenteeism  more  than  others.  Abusing 
the  privileges  of  sick  time  by  taking  extended  weekends,  taking  afternoons 
to  watch  your  favorite  movie,  or  using  mornings  to  sleep  in  has  led 
employers  to  put  restrictions  on  sick  time.  There,  of  course,  is  usually 
a  maximum  amount  of  sick  time  one  can  take,  but  some  employers  still 
request  a  note  from  your  doctor  after  a  medical  appointment  or  a  number 
of  sick  days. 

LACK  OF  AMBITION  means  "no  desire  to  improve".     In  Hunt's  study  7.2% 
of  the  people  were  discharged  for  this  reason.     This  is  also  a  leading 
reason  why  people  are  not  promoted.    Ambition  plays  a  major  part  in 
one's  success.     Even  if  the  person  has  the  capacity  to  do  well  at  a  certain 
job,  he    will  not  do  well  at  it  if  he  lacks  ambition.     Each  person  should 
have  a  goal  in  life  —  something  to  aim  for,  to  progress  to. 

TARDINESS  is  a  bad  habit  that  must  be  overcome.     You  can  only  learn  to 
be  on  time  by  practising  being  punctual.     This  can  be  done  in  the  school 
years.     People  who  are  always  a  few  minutes  late  annoy  their  employers. 
A  person  who  arrives  late,  leaves  early,  and  takes  long  coffee  breaks  will 
not  hold  a  job  for  long. 

INDIFFERENCE    People  who  have  this  trait  "couldn't  care  less"! 
Indifference  is  the  combination  of  lack  of  initiative,  lack  of  ambition, 
irresponsibility,  and  non- cooperation.     Perhaps  you  know  people  who  do 
not  care  whether  they  are  tenth  or  thirtieth  in  the  class,  who  never  seem 
enthusiastic,  and  who  do  not  care  whether  they  make  the  basketball  team 
or  not.     If  this  attitude  continues,  these  people  will  not  contribute  anything 
to  the  organization  in  which  they  work.     Such  people  need  to  work  them- 
selves out  of  such  a  mental  state. 

If  you  possess  one  of  the  above  traits  and  do  not  try  to  control  it, 
it  will  likely  be  called  to  your  attention  by  an  employer.     Employers  expect 
workers  to  put  in  a  full  day's  work  and  they  also  expect  their  employees 
to  have  a  "positive  attitude"  towards  work.     The  way  one  behaves  in  the 
presence  of  others  shows  "attitude"  or  "basic  outlook  on  life".     If  this 
behavior  is  negative,  it  will  quickly  spread  to  other  staff  members.  If 
you  consider  your  job  as  exciting  and  worthwhile,  others  will  also  catch 
that  feeling.     Look  at  the  chart  on  the  next  page.     It  shows  the  qualities  that 
create  a  good  attutide.    A  person  with  a  good  attitude  makes  a  valued 
employee . 
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A  PERSON  WITH  A 

•  •rnnn  attithhf" 

uUUU  MIMIUUu  ... 

A  PERSON  WITH  A 

rUUix    Ml  1  1  lUUC  ... 

smil es 

seldom  smiles 

changes  ideas  or  behavior 
when  asked  to 

refuses  to  change  behavior 

tries  to  understand  other 
people's  viewpoints 

forces  opinions  and  ideas  on 
others 

ricvei     ^vjiii|j  1  d  1  lis 

alulav*;  rTimnlpin^ 
o  1  wo  y  3    ^wiii^  1  o  MIS 

admits  mistakes 

tries  to  blame  others  for 
mistakes 

□oes  noT.  iTidKe  excuses 

is  ful 1  of  excuses 

does  not  criticize  co-workers 

criticizes  others  constantly 
and  "passes  on"  opinions  or 
gossip  about  others' 
reputat  ions 

1  C      K  A  1  r\T  1  1  1 

1 3   nc 1 p 1 u 1 

a5K5  ouners  ror  ravors  out 
does  not  do  favors  for 
anyone  else 

is  interested  in  many 
th  i  ng  s 

is  bored  and  has  few 
1 nteres  t s 

puts  in  a  full  work  day  and 
leaves  personal  business 
for  after  work 

makes  personal  business  calls 
and  discusses  personal 
problems  with  other  employees 
in  company  time 

is  clean  and  appropriately 
dressed 

may  be  careless  about  hygiene 
and  dress 

treats  everyone  equally 

has  strong  opinions  on  race, 
color,  and  rel ig  ion 

is  available  when  needed 

is  absent  or  unavailable 
when  co-workers  need  help 

puts  in  best  effort  and  always 
does  a  1 i  ttle  extra 

does  only  the  minimum  and 
never  does  any  extra 

uses  proper  English  and  speaks 
clearly 

uses  crude  or  vulgar  language 
and  sometimes  is  boisterous 
and  noisy 
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Employers  dislike  workers  with  a  "poor  attitude"  and  other  employees 
also  may  start  to  avoid  such  workers.     This  is  why  personnel  counsellors 
try  to  determine  one's  attitude  during  the  interview.     Attitude  can  be 
hidden  for  a  short  time  but  eventually  it  shows  in  a  person's  actions  and 
appearance.     In  work  situations,  it  ruins  human  relations  and  may  make 
certain  workers  unpopular.     It  will,  sooner  or  later,  destroy  their 
happiness  with  the  job. 

Attitude  first  shows  in  two  ways: 

(1)  Personal  appearance  must  be  excellent.  This  means  cleanliness  of 
skin,  teeth,  hair,  and  fingernails.  Clothes  must  be  suitable  to  the 
work  done  and  should  be  well-fitted. 

(2)  Work  should  always  be  done  as  well  as  possible.     It  would  not  be 
good  if  an  accountant's  work  was  "almost  correct",  or  a  typist's 
spelling  "nearly  right",  or  a  journalist's  report  "similar  to  the 
facts".     One  must  be  accurate. 

If  one's  appearance  is  acceptable  and  the  work  is  done  accurately,  the 
personality  traits  can  be  assessed  truthfully.     Now  look  at  the  case  study 
below . 

( 

Judy  is  a  Home  Economist  with  a  vast  background  in  clothing 
and  textiles.     She  works  for  a  local  fabric  shop  where  she 
teaches  sewing  to  homemakers.     Often  Judy  comes  to  work  in 
old  stretched~out  pants  and  her  husband's  shirt.     Her  hair 
is  bundled  carelessly  in  an  elastic.    Although  Judy  is  very 
knowledgeable,  the  women  hesitate  to  accept  her  advice  on 
any  matters  regarding  fitting  and  fashion. 


Can  you  see  what  the  problem  is  here?    Advice  given  by  Judy  is 
questioned  because  her  own  appearance  is  too  casual  and  detracts  from  her 
knowledge.    A  person's  appearance  should  suit  his  or  her  position.     If  you 
are  going  to  advise  others  on  how  to  dress  or  groom  themselves,  then 
you  had  better  set  the  example.    A  home  economist    who  dresses  shabbily 
or  does  not  practise  good  nutrition  is  just  as  ridiculous  as  a  bald  man 
who  sells  men's  hairpieces  and  does  not  wear  one  himself,  or  an  auto 
body  mechanic  who  drives  a  rusty,  dented,  old  wreck.     None  of  these 
workers  would  be  "good  advertising"  of  their  skills,  and,  most  likely, 
employers  would  prefer  to  eliminate  such  workers  if  they  had  the  chance. 
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A  young  politician  known  for  his  radical  ideas  and  rather  haphazard 
dress  was  once  asked  why  he  cut  his  hair  and  dressed  in  a  suit,  shirt, 
and  tie  for  a  public  meeting.     He  replied,   "I  didn't  want  anything  to  stop 
my  ideas  from  getting  across.    If  the  people  saw  long  hair  and  casual 
dress,  they  would  immediately  think  I  had  little  worthwhile  to  say  and  shut 
their  minds  to  me."    He  realized  what  the  lady  in  our  case  study  did  not 
—  that  once  the  appearance  is  neat  and  suitable,  then  people  can  start 
assessing  one  on  personality  and  ideas. 


At  this  point  you  may  remark,  "Personal  appearances 
are  not  important  now-a-days."    Well,  maybe  to  you 
they  are  superficial  and  shallow.     But  personal 
appearance  is  still  very  important  to  employers. 


We  have  only  touched  on  attitude  here.    Attitude  is  made  up  of 
several  other  qualities  that  is,  each,  in  itself,  important.     Those  qualities 
looked  for  by  employers  are  discussed  on  the  next  few  pages. 


(1)  COOPERATION 


This  means  "working  with  other  people".    A  cooperative  person 
can  take  as  well  as  give  orders.     This  trait  begins  in  the  home 
where  one  member  does  his  or  her  part  to  benefit  the  family. 
Older  children  look  after  younger  ones  or  each  person  does  certain 
chores  so  the  entire  family  can  be  together  during  leisure 
time.     School  also  provides  opportunities  to  develop  this  quality 
through  teamwork  in  group  projects,  clubs,  and  team  sports. 

In  working  relationships,  we  show  cooperation  when  we  offer  to 
help  others  with  their  work  after  ours  is  completed.     If  all 
workers  can  get  along,  more  work  will  be  done.    And,  if  you  are 
pleasant  and  fair  to  others,  they  will  treat  you  the  same.     If  you 
do  jobs  that  no  one  else  likes  to  do,  you  will  be  looked  upon  more 
favorably  by  your  employer. 

There  are  usually  good  reasons  why  particular  people  are  hard  to 
get  along  with.    Maybe  they  are  having  personal  problems  at  home? 
Or,  maybe  unfair  treatment  in  past  jobs  has  made  them  suspicious? 
In  such  cases,  you  may  need  to  go  out  of  your  way  to  be 
friendly  in  order  to  keep  a  good  working  relationship.     It  takes 
much  patience  to  help  someone  do  a  job  if  he  does  not  understand 
the  language  so  this  friendliness  must  extend  to  other  races  and 
nationalities.     Treat  others  as  you  would  like  to  be  treated.  In 
cooperating  with  everyone,  you  will  be  a  more  valued  worker. 
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Being  cooperative  also  means  that  one  must  be  adaptable .  Be 
willing  to  change  your  ideas  and  methods  when  necessary.  When 
asked  to  do  work,  do  not  grumble  and  complain.  Cooperating 
with  your  employer  means  doing  things  as  requested. 

(2)  HONESTY 

Honesty  has  already  been  discussed 
as  a  quality  of  social  maturity. 
Honesty  is  not  only  doing  things 
that  you  say  you  will  do,  but  also 
includes  your  ability  to  use  personal 
freedom  where  there  are  no  time 
clocks,  no  stock  clerks,  and  no 
supervisors.    When  an  employer 
allows  you  independence  he  is 
doing  it  with  the  idea  that  you  can 
be  trusted. 


Dishonesty  takes  many  forms. 
Coming  to  work  late  or  leaving 
early  is  actually  stealing  company 
time.     Using  company  time  to  make 
lengthy  personal  calls  is  also 
dishonest.     Pilfering  of  pens  and 
paper  and  using  office  postage  are 
common  forms  of  dishonesty  in 
business.     In  several  department 
stores,  the  store  detectives  watch 
employees  as  well  as  shoppers 
because  it  was  found  that  many 
thefts  occur  "within"  the  store. 

(3)  INITIATIVE 

Initiative  means  the  drive  to  assume  new  tasks  or  to  perform 
them  in  a  new  manner.     "Making  the  first  move"  in  these 
directions  usually  indicates  ability  needed  in  managerial  or 
supervisory  jobs.     These  people  are  valuable  in  getting  things 
going.     People  vary  in  the  amount  of  initiative  they  possess,  but 
should  use  what  they  have  to  the  best  advantage.     The  boy  or  girl 
who  can  take  old  wheels  of  a  buggy  or  car  and  build  a  go-cart, 
or  the  girl  who  selects  two  remnants  of  cloth  and  combines 
them  to  make  herself  an  outfit,  or  the  errand  boy  who  conceives 
how  to  get  a  conveyer  system  to  take  in  delivery  carts,  all  show 
initiative  and  may  contribute  something  worthwhile  to  industry  or 
business. 


STEALING    COMPANY  TIME  BY  LEAVING 
EARLY  OR  COMING  LATE  IS  A  FORM 
OF  DISHONESTY. 
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It  also  means  that  you  have  the  ability  to  think  for  yourself.  The 
employer  can  leave  a  person  with  initiative  unsupervised  knowing 
that  that  worker  will  complete  his  own  work,  then  look  around  and 
see  what  else  needs  to  be  done.     Consider  this  case  of  Betty  Riggs. 

Betty  was  hired  as  a  secretary  in  a  small  engineering 
company.     She  had  a  friendly  nature  and  was  an  excellent 
typist  but  had  never  learned  about  initiative.  When 
she  completed  the  tasks  given  her,  she  sat  and  read 
magazines.     There  was  other  work  that  could  have  been 
done  but  Betty  did  not  do  it.     She  did  nothing  but  what 
she  was  specifically  told  to  do.     The  constant  supervision 
by  the  bosses  was  taking  up  so  much  of  their  time,  that 
they  could  not  get  their  own  work  done.     The  problem  was 
discussed  with  Betty,  but  in  future  weeks  she  was  laid 
off  because  she  was  unable  to  change.     The  next  girl 
hired  by  the  bosses  always  kept  busy. 


UNAUTHORIZED 
PERSONS... 


Employers  value  an 
employee  with  initiative  but 
not  one  who  goes  so  far  as 
to  attempt  to  do  work  for 
which  he  or  she  does  not 
have  the  qualifications. 
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(4)  WILLINGNESS  TO  FOLLOW  DIRECTIONS  AND  TO  LEARN 

A  form  of  responsibility  is  the  willingness  to  undertake  a  task  and 
to  see  it  to  the  finish.     Whenever  a  worker  is  given  a  new  job,  the 
duties  assigned  should  be  carried  out  exactly  as  directions  are  given. 
The  employer  usually  has  a  reason  for  doing  things  in  a  certain 
manner  so  do  the  work  as  requested.     If  you  feel  your  suggestions 
will  be  appreciated,  you  can  tactfully  make  them  —  but  only  if  you 
have  been  an  employee  for  several  months.     Because  the  employer 
pays  your  wages  he  has  the  right  to  expect  work  done  in  his  way. 
If  an  employee  fails  to  do  the  duties  requested,  then  the  employer 
has  the  right  to  fire  him.     Show  some  enthusiasm  to  learn  how 
duties  are  done  within  the  company  rather  than  trying  to  change 
methods  as  soon  as  you  are  hired. 

(5)  DEPENDABILITY 

Dependability  means  doing  what  you  are  asked  to  do  when  you  have 
said  you  would  do  it.     The  young  child  who  is  told  to  come  in 
from  play  at  four  o'clock,  and  does  so,  shows  the  first  indication 
of  dependability.     The  boy  who  promises  to  pick  up  two  loaves  of 
bread  on  the  way  home  from  school,  and  remembers  to,  is  to  be 
trusted e    At  work,  dependability  involves  being  on  the  job  everyday 
and  arriving  on  time.     This  includes  giving  sufficient  notice  if  you 
are  absent  due  to  illness.    A  machinist  who  has  all  of  the 
equipment  oiled  and  ready  to  operate  at  8:00  a.m.,  and  the 
mail  clerk  who  has  all  the  letters  sorted  and  distributed  at  a 
regular  time  daily  are  dependable  workers.     Do  remember  that  an 
employee  who  arrives  late  all  the  time  or  who  doesn't  have 
the  work  done  on  time  is  resented  by  those  co-workers  who  are 
dependable,  and  this  feeling  may  destroy  the  atmosphere  of 
cooperation. 

(6)  ENTHUSIASM 

Accept  new  duties  with  enthusiasm  rather  than  complaining  and 
pouting  about  them.     Grumbling  will  not  make  them  disappear. 
Try  to  find  something  about  that  duty  that  will  make  it  more 
appealing.     Maybe  you  can  use  your  imagination  in  performing  the 
task  and  thus  make  it  more  interesting?    Doing  such  duties 
immediately  will  get  them  done.     Then  you  can  go  about  doing  the 
things  you  enjoy  better.     People  that  continually  complain  and 
pout  gain  the  reputation  of  "troublemakers".     Constant  grumbling 
stirs  up  discontent  among  the  rest  of  the  staff  so  you  can  see 
that  "grumblers"  are  not  appreciated  by  an  employer. 


Occupations  10 


-  17  - 


Lesson  6 


(7)    ACCEPTANCE  OF  CRITICISM 

The  only  way  employers  can  let  us 
know  if  we  have  done  a  job 
incorrectly  is  to  give  criticism.  An 
employee  must  accept  the  comments 
with  a  smile  and  try  to  improve. 
Even  if  you  feel  that  the  words  are 
not  justified  at  least  appear  to 
willingly  accept  them  and  try  to 
make  use  of  the  suggestions. 
Try  to  understand  how  they  will 
make  you  a  better  worker. 

A  criticism  can  either  be 
constructive  or  destructive .  It 
depends  on  how  you  take  it. 
This  is  the  only  way  the  employer 
can  let  you  know  what  is  expected 
of  you. 


Gina  was  a  filing  clerk  in  a  large  corporation.    She  was 
a  dependable  employee  —  always  arriving  on  time,  seldom 
missing  a  day,  and  working  very  hard.    She  did  have  one 
problem.    She  could  not  accept  criticism  and  benefit  from 
it.    On  several  occasions  she  left  files  on  the  wrong 
desk.    Each  time  her  supervisor  told  her  that  she  must  give 
more  careful  attention  to  her  work.    Gina  would  sulk 
after  every  talk  with  the  supervisor.     She  did  not  smile 
nor  speak  for  the  rest  of  the  day.     The  supervisor  found 
it  difficult  to  criticize  Gina's  work  even  though  it  was 
necessary.     This  put  him  under  severe  strain.  Finally, 
he  "laid  off"  Gina.     It  just  took  too  much  of  his  time 
to  find  a  way  to  approach  Gina  without  hurting  her 
feelings. 

There  are,  of  course,  bosses  who  are  overly  critical  or  tactless. 
If  such  a  situation  develops,  and  it  is  too  difficult  for  you  to 
handle,  the  only  thing  you  can  do  is  to  quit  the  job. 
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(8)  LOYALTY 

Employees  should  "support"  the  employer  and  the  business  for 
which  they  work.     Sometimes  people  will  find  that  they  do  not 
believe  in  the  policies  or  decisions  made  by  the  administration. 
That  does  not  mean  they  should  "run  down"  the  business.  Keep 
things  pertaining  to  your  work  confidential.     Private  matters  should 
not  be  discussed  with  outside  people.     This  is  the  company  that 
pays  your  salary  so  you,  in  return,  must  give  it  support. 

Consider  the  attitudes  of  these  two  buyers. 

GEORGE:     "Don't  be  afraid  to  quote  a  high  price'.    Our  company 
has  a  large  operating  budget  and  Mr.  Big  wants  this 
computer  very  badly.     It's  the  only  one  that  can 
perform  all  the  tasks  we  need.     They'll  likely  pay 
whatever  you  ask.     Why,  only  last  week  they  wasted 
$10  000  on  a  new  . , 

SAM:  "J  hope  you'll  give  us  a  fair  price.     Our  company 

likes  your  computer  very  much.     We  cannot  stretch 
our  budget  too  far.     Give  me  a  price  and  I  will 
discuss  it  with  Mr.  Big  as  your  model  does  have  the 
best  features  for  our  purposes." 

Which  buyer  is  likely  to  get  the  best  deal  for  his  company? 

Which  buyer  would  impress  the  computer  salesman  as  being  more 
businesslike  and  interested  in  the  welfare  of  his  own  company? 


Your  employer  will  not  be  pleased  with  disloyalty.    And,  disloyalty 
will  not  make  you  look  good  in  other  people's  eyes.     If  there  are 
many  things  that  bother  a  worker  about  his  employer,  then  perhaps 
he  should  search  for  a  more  satisfying  job. 
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We  have  stressed  the  qualities  that  an  employer  requires  of  you. 
Perhaps  we  should  examine  just  what  you  can  expect  from  an  employer  in 
return.     There  are  eight  basic  things  you  can  expect  from  the  management. 
The  first  is  to  pay  your  salary.     The  second  is  to  have  safe  working 
conditions.     These  two  points  are  understood  and  need  no  explanation. 

When  you  first  begin  your  job  the  duties  of  it  should  be  discussed. 
It  is  easier  to  work  when  one  knows  exactly  where  that  job  fits  into  the 
total  operation.     If  this  is  explained  and  it  is  stressed  that  these  duties 
do  contribute  something  valuable  to  the  operation,  then  it  leaves  the 
employee  with  a  feeling  of  worth.     The  supervisor  should  explain  what  is 
expected  to  be  done,  how  it  should  be  done  and  also  why  it  should  be  done 
in  a  particular  way.     Knowing  what  is  expected  of  you,  as  an  employee, 
creates  a  feeling  of  security  about  the  job.     These  first  steps  taken  when 
one  is  first  hired  fulfill  the  needs  of  worth  and  security. 

As  a  courtesy,  the  employer  usually  introduces  new  workers  to  their 
co-workers.     This  is  done  to  "break  the  ice"  and  paves  the  way  for 
acceptance  into  the  group.    It  helps  to  introduce  a  worker  to  those 
who  may  have  similar  interests.     Most  people  do  wish  to  "belong"  to  the 
work  group.     Belonging  to  the  group  is  a  basic  need  just  as  are  worth 
and  security. 

During  one's  introduction  to  the  job,  the  supervisor  must  also  explain 
policies,  rules,  and  regulations  of  that  business.     If  you  do  not  understand 
how  these  affect  you,  ask.    You  must  be  informed  on  such  matters. 

After  you  have  worked  for  several  months,  you  will  be  evaluated.  Do 
not  resent  this.     The  comments  should  be  made  in  private  and  will  be 
designed  to  help  you  improve  your  work.     The  supervisor  will  point  out 
faults  but  will  also  give  credit  for  good  work.     He  or  she  knows  that 
complimenting   his  or  her  employee  for  work  done  well  will  make  the 
employee  feel  appreciated.    Appreciation  is  another  basic  need  of  an  employee. 
A  good  soipervisor  knows  that  employees  will  do  the  absolute  minimum  if  they 
feel  their  work  is  of  little  value,  and  if  they  do  not  get  approval.  Close 
supervision  of  the  workers  and  constant  correction  often  develops  low 
morale  among  the  staff.     So  you  see,  evaluation  is  a  very  important  factor 
in  employee -employer  relationships. 

Take  heed.     The  last  point  is  important!    If  you  do  not  follow  the 
rules  or  do  not  perform  adequately,  you  can  expect  to  be  disciplined  by 
your  employer. 
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The  expectations  discussed  on  Page  19  are  only  basic  points  and  are 
those  one  can  expect  from  any  employer.     Your  relations  with  your 
superiors  depends  on  human  relations  skills.     It's  reasonable  to  assume 
that  management  personnel  will  have  a  patient  and  understanding  nature 
and  that  such  people  are  even-tempered  and  honest.     Do  not  take  this  for 
granted  because  it  is  not  so  in  every  case.     A  working  relationship  can 
be  under  great  strain  if  there  is  disagreement.     Being  overly  friendly  can 
also  cause  an  awkwardness.     A  superior's  ideas  and  authority  should  be 
respected  • 

RULES  TO  REMEMBER  WHEN  WORKING  WITH  PEOPLE 

If  you  show  emotional  and  social  maturity  and  possess  the  ability  to 
cooperate  with  co-workers,  it  will  please  your  employer.     You  will  also 
be  happier  with  the  job  if  you  develop  good  human  relations  skills.  By 
the  time  you  are  ready  to  work,  you  have  supposedly  matured  from  a 
self- centered  child  to  an  adult  who  can  place  others'  needs  and  wants  before 
your  own.     In  considering  others'  opinions  and  needs,  you  create  smoothly 
rolling  work  relationships.     Use  the  following  important  list  of  "DO'S" 
as  a  guideline  in  your  associations  with  people. 

(1)  DO  SHOW  GENUINE  INTEREST  IN  OTHER  PEOPLE.    Place  yourself  In  the  other 
person's  shoes.     Be  interested  tn  others  and  in  their  interests.  One 
should  be  sensitive  to  the  needs  and  feelings  of  associates.  Self- 
centered  people  usually  end  up  by  themselves. 

(2)  DO  SMILE.     Remember,  othe  rs  react  to  you  as  you  treat  them. 

(3)  DO  BE  SYMPATHETIC.    Listening  to  what  others  have  to  say  Is  Important. 

(4)  DO  MAKE  THE  OTHER  PERSON  IMPORTANT.     People  like  to  talk  about  their  own 
achievements.   It  raises  your  status  among  others  If  you  give  them 
attention  and  use  their  names  frequently. 

(5)  DO  PRAISE  OTHERS.    Such  praise  must  be  sincere.    Look  for  things  worthy 
of  praise  but  try  not  to  be  "overly  nice". 

(6)  DO  ALLOW  FACE-SAVING.     Emphasizing  others'  mistakes  Is  bad.    When  a  person 
realizes  she  is  wrong,  she  temporarily  loses  self-respect.     It's  best 

to  ignore  the  situation  so  it  will  be  forgotten  and  not  cause  this  person 
any  more  embarrassment. 
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(7)  DO  ADMIT  YOUR  ERRORS.    An  employee  gains  respect  and  confidence  of  others 
if  he  admits  his  own  mistakes.     Others  will  also  feel  more  sympathetic 
towards  hfm  and  will  not  have  an  emotTonal  need  to  "prove"  him  wrong. 

(8)  DO  STAY  WITHIN  YOUR  CHARACTER.    Extreme  extroverts  tend  to  get  on  others' 
nerves  after  awhile.     Some  people  act  boisterous  and  loud  because  they 
think  that  they  must  be  extroverts  to  be  liked.     However,  people  with  some 
reserve  are  appreciated.     if  you  are  quiet  person,  you  will  probably  be 
better  liked  than  someone  who  is  overly  aggressive. 

(9)  DO  REGARD  OTHER  WORKERS'  EXPERIENCE  AS  VALUABLE.     If  you  have  just  started  a 
job,  do  not  suggest  extreme  changes.    Some  employers  resist  and  resent 
change.     It  is  best  to  do  things  as  they  have  been  done  previously  unless 
you  are  specifically  asked  by  your  employer  to  find  places  for  improvement. 

(10)  DO  SPEAK  UP  FOR  YOURSELF.    Do  not  bend  over  backwards  for  others.  Those 
who  are  overly  anxious  to  please  are  looked  upon  with  contempt.  People 
will  respect  a  person  who  has  strong  beliefs  and  opinions  as  long  as  that 
person  does  not  continually  argue  with  co-workers  over  such  ideas. 

(11)  DO  NOT  BE  EASILY  OFFENDED.     If  you  are  quickly  offended,  this  often  means 
you  are  insecure.     But,  there  are  limits  as  to  what  you  can  take  from 
others.     Do  not  allow  yourself  to  be  "walked  over"  but  try  to  keep  an 
even  temper. 

(12)  DO  THINK  POSITIVELY.    A  positive  attitude  towards  work  and  life  will  make 
other  people  enjoy  your  company.     It  will  make  people  more  receptive  to 
you.    Consider  these  examples... 


FRIEND  #1 


"You  don't  want  to  come  out  to  lunch  today,  do  you? 


FRIEND  #2 


"I  know  a  great  place  to  eat  lunch.  Would  you  like 
to  come?" 


FRIEND  #3 


"J  know  of  two  excellent  lunch  spots.  Convention 
Centre  has  a  noon  buffet  with  thirty  different 
dishes'.    Downtown  Hotel  has  a  very  reasonably 
priced  menu  with  six  choices.     Which  restaurant 
would  you  like  to  go  to?" 


Friend  #1  is  very  negative  in  his  approach.     It  would  be  very  easy  to  say 
"no"  to  him.     Friend  #2  is  a  little  more  enthusiastic  but  still  can  be 
answered  with  a  blunt  "yes"  or  "no".     Friend  #3  makes  you  choose.     If  your 
answer  were  "no"  you  would  likely        explain  why  you  do  not  wish  to  go  out 
for  lunch. 
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(13)    DO  CORRECT  HABITS  WHICH  IRRITATE  OTHERS.     Everyone  has  shortcomings.  Face 
up  to  these  and  constantly  try  to  improve  them. 


We  are  not  suggesting  that  you  completely  integrate  yourself  with 
others  by  dressing  the  same,  always  agreeing  with  others,  and  always 
pleasing  them.     Quirks  of  personality  and  differing  opinions  are  what 
make  people  interesting.     We  are  suggesting,  however,  that  you  learn  to 
cooperate  with  co-workers  and  employers  and  that  you  practise  "good 
attitudes"  and  "good  work  habits"  and  rid  yourself  of  those  attitudes  that 
will  make  you  a  poor  employee. 

The  information  presented  in  this  lesson  serves  only  as  a  guide  with 
which  to  improve  yourself.     Hopefully  it  has  helped  you  to  see  yourself 
more  realistically  and  to  see  where  you  can  improve  before  entering  the 
working  world.     Because  the  "me  I  see"  is  different  from  the  "me  others 
see",  we  have  devised  an  exercise  in  which  you  first  evaluate  yourself  and 
then  have  a  close  friend  or  relative  do  another  evaluation.     You  can  then 
compare  the    way  you  see  yourself  to  the  way  others  see  you.     This  should 
indicate  any  improvements  to  be  made. 
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Exercise  i ;     Reasons  for  Firing 

Examine  the  results  of  Hunt's  study  on  "Causes  of  Firing".     Then  read  the 
following  examples  of  situations  where  people  have  been  fired.     Place  the 
appropriate  reason  for  firing  in  the  blank  at  the  right. 

(1)   A  receptionist  who  does  not  dress  neatly  or 

discreetly.  


(2)  A  sales  clerk  who  does  not  ring  up  sales  and 
then  pockets  the  money  as  the  customer 
walks  away. 

(3)  A  truck  driver  who  is  habitually  absent 
from  work. 

(4)  A  laboratory  assistant  who  disobeys  his 
superiors. 

(5)  A  worker  who  spends  much  work  time 
contacting  members  of  various  social 
clubs  he  belongs  to  and  making  plans. 

(6)  A  cook  who  continually  spills  food  and 
does  not  clean  up. 

(7)  A  file  clerk  who  does  only  what  is  asked 
and  no  more. 


Exercise  2:  Personality 

Some  people  are  likeable.     They  work  well  with  other  people.     In  your 
opinion,  what  are  the  most  important  traits  contributing  to  likeability? 
(Think  of  qualities  you  like  in  your  best  friend  or  boy/girl  friend.) 
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Exercise  3:     Self-Assessment  of  Personal  Traits 

Mark  yourself  on  the  traits  listed  below.     Think  about  each  one  carefully. 
As  you  consider  each  trait,  compare  yourself  to  other  people  of  your  own 
age.     If  you  think  you  are  average,  check  that  square  on  the  chart.     If  you 
are  not  average,  score  yourself  accordingly.     Be  HONEST  in  rating  yourself. 


PERSONAL  TRAITS 
AM  I... 

VERY  POOR 

POOR 

AVERAGE 

GOOD 

VERY  GOOD 

Boyl  Could 
I  ever 

1  lllU  1  (JVC 

here! 

Less  so 
than  others 

hill"  nnf  a 

total  loss 

About  the 
same  as 

students 

More  so 
than  others 
but  I  5till 
can  improve 

Better 
than  most 

( M jf    a  ^  c 

friendly 

courteous 

honest 

tactful 

respectful  of  the 
rights  and 
opinions  of  others 

wi 1 1 i ng  to  work 
hard 

sel f-control 1 ed 

loyal  to  school , 
to  my  friends. . . 

neat  and  clean 

able  to  take 
c  r  i  t  i  c  i  sm 

able  to  laugh 
at  myself 

showing  a  desire 
to  improve  myself 

dependabl e 

pred  ictabl e 

punctual 

confident  in  my 
own  ab  i 1 i  t  i  es 
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PLEASE  ASK  A  FRIEND  OR  RELATIVE  TO  COMPLETE  THIS  CHART. 

INSTRUCTIONS:    Please  mark  this  student  on  the  traits  listed  below.  Think 
about  each  one  carefully  and  give  an  HONEST  rating.     Hew  do  you  think 
this  person  rates  as  compared  to  others  of  the  same  age? 


Completed  by    a  friend    or    a  relative    of  the  student,     (circle  one) 


PERSONAL  TRAITS 

VERY  POOR 

POOR 

AVERAGE 

GOOD 

VERY  GOOD 

Could  this 
trait  ever 
stana  CO 
improve  I 

Not  a  total 
loss  -  but 
couiG  zry 
harder 

The  same 
as  most  of 
tne  same 
age 

More  so 
than  others 

-CUU 1 U    i  C 1  1  1 

improve 

Better 
than  most 

UT  LliaL 

age 

is  friendly 

has  good  manners 
and  is  courteous 

is  honest 

is  tactful 

respects  tne 
rights  and  opin- 
ions of  others 

is  wi 1 1 ing  to 
work  hard 

has  self-control 

is  loyal  to  school 
to  friends . . . 

has  neat,  clean 
appearance 

is  able  to  take 
criticism 

has  a  sense  of 
humor 

desires  to 
improve 

is  dependable 

is  predictable 

is  punctual 

has  confidence 
in  own  abi 1 i  t ies 
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Exercise  4       Introvert  or  Extrovert 

On  Page  21  we  mentioned  that  people  should  try  to  stay  within  their  own 
character.     This  not  only  refers  to  your  relations  with  people,  but  also  to 
your  choice  of  work.     Your  group  of  personality  traits  will  make  you  either 
an  INTROVERT  or  an  EXTROVERT. 

An  INTROVERT  is  a  person  who  avoids  being  the  center  of  attention.     He  or 
she  achieves  satisfaction  by  working  alone  or  in  one-to-one  relationships. 
This  person  lives  more  within  himseK  or  herself  and  tends  to  be  emotionally 
sensitive.     Many  are  skilled  in  giving  advice  and  opinions.  Some 
characteristics  describing  such  persons  are  quiet,  sensitive,  shy  and  self- 
conscious.     These  are  seen  most  often  in  doctors,  lawyers,  counsellors, 
artists,  writers,  researchers,  laboratory  technicians  and  in  such  office 
jobs  as  bookkeeping  and  typing. 

An  EXTROVERT  is  the  opposite  of  an  introvert.     This  person  loves  being 
the  center  of  attention,  directing  others,  and  mixing  with  people.     He  or  she 
enjoys  working  with  others  and  is  usually  described  as  outgoing  or 
aggressive.     Such  people  are  tough  enough  to  take  rebuffs  and  would  more 
likely  conform  to  a  group  than  introverts.     Salesmen  are  typical 
extroverts.     Teachers,  politicians,  and  public  relations  people  tend  to  be 
extroverts. 

(1)    Are  you  an  introvert?    or  an  extrovert? 


(2)    What  personal  qualities  do  you  possess  that  made  you  choose  as  you  did? 
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Exercise  5;     Employee -Employer  Expectations 

The  following  case  studies  are  adapted  from  Creating  a  Career.  All 
situations  here  involve  employee- employer  expectations.     Read  them 
carefully.    Answer  the  questions  which  follow. 

SITUATION  1 

Elaine  and  Irene  began  working  in  the  restaurant  of  a  department 
store  at  the  same  time.     They  both  do  an  excellent  job  of  waiting  on 
people,  preparing  short  orders,  and  cleaning  up. 

When  customers  are  seated,  Elaine  usually  ignores  them  waiting  for 
Irene  to  serve  them.    Many  times,  Elaine  even  asks  Irene  to  serve  at  her 
counter  because  she  is  "too  busy".     Irene  does  not  mind  doing  this. 
She  enjoys  waiting  on  customers  and  has  become  very  popular  with  the 
regular  ones. 

Employees  are  given  a  one-hour  lunch  break  and  two  twenty  minute 
coffee  breaks  each  day.     Elaine  is  usually  gone  for  one  and  one-quarter 
hours  and  her  coffee  breaks  are  longer  than  most  employees.  Irene 
comes  back  from  lunch  early  and  restricts  herself  to  twenty  minutes  only 
at  coffee  time. 

When  the  new  store  opened  across  town,  an  opening  was  available 
for  the  manager  of  the  coffee  shop.     Elaine  applied  for  the  opening. 
However,   Irene  was  approached  about  the  job  even  though  she  had  not 
applied. 

(1)    What  were  some  expectations  the  employer  had  of  his  employees? 


(2)   Do  you  feel  that  the  manager  made  the  right  choice  for  his  new  coffee 
shop  manager?    Why  or  why  not? 
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(3)    If  you  were  Elaine,  what  would  you  do  to  improve  your  chances  for 
promotion? 


SITUATION  2 

Ken  was  hired  as  a  desk  clerk  for  a  hotel.     One  of  his  duties 
was  to  count  and  record  his  cash  intake  at  the  end  of  his  shift.  To 
test  Ken '  s  honesty ,  the  manager  added  an  extra  five  dollars  to  the 
cash  register.    After  counting  the  cash  that  evening,  Ken  pocketed 
the  five  dollars  rather  than  reporting  it  as  "cash  over"  on  his 
balance  sheet.    The  next  day  the  manager  confronted  Ken  with  his 
evidence  and  Ken  was  fired. 

(1)    What  quality  was  the  manager  testing  in  Ken? 


(2)    Was  the  manager  being  fair  in  doing  this?    Why  or  why  not? 


(3)    Was  he  justified  in  firing  Ken?  Explain. 
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SITUATION  3 

Sandy  worked  as  a  waitress  and  short  order  cook  at  a  dairy  bar. 
Saturday  was  the  busiest  evening.    When  Sandra  began  working,  the  supervisor 
gave  her  Monday  as  the  regular  day  off.     Sandra  and  the  other  girls  were 
always  expected  to  be  at  work  on  Saturday  evenings,  unless  something 
exceptional  happened. 

Sandra  had  planned  a  wedding  anniversary  party  for  her  parents  on  a 
Saturday.     She  kept  thinking  about  asking  the  supervisor  for  that 
evening  off,  but  kept  forgetting  to  request  it.     The  Friday  before  the 
wedding  anniversary,  just  as  she  was  leaving,  Sandra  asked  for 
permission  to  be  away  the  next  day. 

The  supervisor  refused  Sandra  the  time  off.    Another  employee  had 
been  granted  that  particular  Saturday  evening  off  over  a  week  ago  and 
two  employees  could  not  be  away  at  once. 

Sandra  was  angry.     She  stormed  out  saying  that  she  would  not  be 

back. 

(1)   Was  Sandra  justified  in  being  angry?    Should  she  have  quit?  Why 
or  why  not? 


(2)   What  personal  traits  will  she  have  to  improve  if  she  wishes  to  get 
and  keep  future  jobs?  Explain. 
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INVESTIGATION  OF  OCCUPATIONS 


In  this  lesson  you  will  research  TWO  occupations.   You  are  expected  to 
gather  your  own  materials  through  interviews,   from  training  schools,  from 
recent  graduates  of  programs,  or  from  public  libraries.   Do  not  be  afraid  to 
seek  out  original  sources  of  information.  Go  to  workers  who  do  the  job,  the 
employer  who  hires  the  worker,  or  the  union  professional  organization  or 
government  bureau  which  issues  the  licenses  and  regulates  employment.  The 
Alberta  Correspondence  School  does  have  some  "Occupational  Information 
Monographs"  available  to  students.  VJe  will  send  you  some  information  if 
you  cannot  find  any  information  in  your  library. 
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We  do  not  guarantee  that  we  have  information  on  each  occupation  or  that 
it  will  be  available  at  the  time  you  write. 

Your  investigations  may  take  the  form  of  an  essay  or  may  be  in  a  form 
similar  to  an  essay  but  with  titles  for  each  section.  One  could  be  written  as 
a  feature  article  for  a  school  newspaper  or  a  teen  magazine.  And  if  you  wish, 
you  need  not  restrict  yourself  to  words  alone.  A  "picture  study"  could  be  done 
That  is,   you  could  choose  a  person  in  that  occupation  and  take  pictures  of  the 
activities  as  they  are  performed.  This  will  help  you  to  see  the  worker  at  work 
and  study  the  work  environment.  These  pictures  should  have  short  captions 
written  under  or  beside  them.  Written  material  should  supplement  the  picture 
study . 

Whatever  form  you  choose,   be  sure  to  include  all  pertinent  information, 
and  to  use  complete  sentences,  correct  spelling,   and  correct  grammar. 
(Almost  all  occupations  require  writing  skills  -  even  if  it  is  only  writing 
progress  papers  or  filling  in  work  orders.)   Use  a  title  for  each  report  of 
your  investigations. 

Give  the  source  of  your  material  as  a  bibliography  at  the  end  of  your 
finished  work. 


Make  sure  the  reports  are  written  in  your  own  words.   Write  neatly  and 
legibly  on  the  paper  provided.   The  rough  copy  as  well  as  the  finished  work 
should  be  submitted. 


The  following  outline  will  provide  you  with  a  framework  on  which  to 
build  your  own  investigations.   If  you  follow  it  closely  in  your  writing  and 
use  recent  data  in  your  research,  you  should  have  a  good  idea  of  what  is 
involved  in  that  occupation.   It  will  then  be  considered  a  useful  project. 
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BASIC  OUTLINE  FOR  THE  STUDY  OF  AN  OCCUPATION 


1. 


HISTORY  AND/OR  IMPORTANCE 


(a) 
(b) 
(c) 
(d) 


development  of  this  occupation  in  Canada 
value  of  the  occupation  to  society 
recent  trends   (What  is  the  demand  for  workers?) 
places  in  Alberta  where  occupation  is  situated 


2. 


NATURE  OF 


WORK 


(a) 
(b) 


description  of  the  activities  performed  in  this  work 
mental  and  physical  challenges  of  the  work 


3. 


WORKING  CONDITIONS 


(a)  hours  of  employment:   daily,  weekly,   shiftwork,  vacations 

(b)  security  of  employment 

(c)  health  and  accident  hazards  -  for  example:   working  with 
chemicals,   heavy  stress  job,  working  with  dangerous 
equipment 

(d)  unions  or  professional  organizations 


(a)  special  physical  requirements:   height,   strength,  endurance, 
good  hearing,  eye-sight 

(b)  special  personality  traits  desired 


(a)  education  requirements:   This  must  include  definite  detailed 
information  of  the  required  minimum  education  needed  and  any 
specialized  training  which  is  necessary  after  high  school 
education.  This  section  must  include  detailed  information 
including  costs,   length  of  training,   and  on-the-job  training 
opportunities.   (Lessons  8,  9,   and  10  of  Occupations  10  can 
supply  useful  information  on  this  topic.) 

(b)  certificate,   license,   degree,  or  diploma  required  for 
employment. 


QUALIFICATIONS  NEEDED 


5. 


PREPARATION  NEEDED 


6. 


EARNING  POWER 


(a)  starting  salary,   average  earnings,   any  exceptional  earnings 

(b)  pensions,   unemployment  benefits,   retirement  schemes 


Occupations  10 


-  k  - 


Lesson  7 


7. 


ADVANCEMENT 


(a)  Opportunities  for  promotion 

(b)  probable  effects  of  automation  on  this  job 


8 


RELATED  OCCUPATIONS 


(a)  jobs  similar  in  work  performed  and  in  working  conditions 

(b)  jobs  requiring  similar  but  not  as  much  education  and  training 


9.        SOURCES  OF  INFORMATION   (A  DETAILED  LISTING  OF  ALL  THE  SOURCES  USED 
IN  DOING  THIS  INVESTIGATION) 


(a)  personal  interviews 

(b)  professional  organizations,  unions 

(c)  publications;   magazines;   occupational  monographs;  government 
publications;   calendars  from  colleges,   technical  schools,  or 
universities 

(d)  occupational  information  files  in  schools  and  libraries 


You  must  state  the  author,  publisher  and  publishing  date  of 
any  printed  materials  used  in  your  report,  and  state  the  identity 
and/or  position  of  persons  interviewed. 


Use  the  basic  outline  presented  above.    It  will  provide  a  pattern  for  a 
thorough  occupational  investigation. 


On  the  next  page  is  a  report  based  on  the  above  outline.   This  example 
and  the  one  starting  on  Page  8  should  help  you  to  see  different  ways  of 
presenting  your  materials.   We  do  not  want  something  complex.  Each 
investigation  should  be  four  to  six  pages. 
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NURSE 


HISTORY  AND  IMPORTANCE 

Until  the  middle  of  the  19th  Century,  religious  orders  were  the  sole  source  of 
nursing  care.  In  1874,  under  the  influence  of  practices  developed  by  Florence 
Nightingale,   a  Canadian  School  of  Nursing  was  founded.     During  the  next  fifty 
years,   220  schools  were  developed.     Nursing  has  become  a  respected  vocation 
and  one  that  requires  a  great  deal  of  responsibility.     A  nurse  must  follow  a 
physician's  orders  closely  in  the  emotional  and  physical  care  of  the  patient 
and  also  has  duties  in  health  counselling  and  teaching  within  the  community. 
Generally,   nurses  are  needed  all  over  Alberta  since  hospitals  are  located  in 
many  centers  of  the  province. 

Demand  for  nurses  is  lessening.     For  instance,   one  Ontario  college  grad- 
uated 179  nurses  in  June,    1976  and  by  September  only  110  had  found  jobs. 
This  lack  of  hiring  seems  to  also  be  the  trend  in  Alberta  at  the  moment  due 
to  cutbacks  in  hospital  expenditures. 

NATURE  OF  THE  WORK 

Nursing  is  a  mentally  and  physically  challenging  occupation.  A  nurse  must 
adapt  to  the  needs  for  all  people  helping  with  activities  that  a  person  would 
ordinarily  do  for  himself.     Responsibilities  include:    carrying  out  therapeutic 
treatment;  giving  out  medication;  observing,  recording,  and  reporting  symptoms 
of  illness;  and  watching  over  life-saving  equipment  in  intensive  care  cases. 
Outside  the  hospital  nursing  positions,   registered  nurses  staff  child  care  and 
family  planning  clinics,   drug  abuse,   and  V.D.  centres,   or  care  for  disabled, 
retarded,   or  psychiatric  patients. 

WORKING  CONDITIONS 

The  actual  physical  conditions  a  nurse  works  under  are  good.  Hospitals 
are  orderly,   clean,   and  most  use  modern  equipment.     The  hours  of  work, 
however,   are  poor.     Schedules  vary  greatly.     A  nurse  must  work  nights, 
weekends,   and  holidays.     Time  schedules  are  made  in  advance  so  it  is 
possible  to  make  social  plans  but  sometimes  it  is  hard  to  meet  with  friends 
because  of  the  shiftwork  involved. 

In  Alberta,   the  professional  organization  regulating*  nursing  activities  is 
the  Alberta  Association  of  Registered  Nurses.     This  is  affiliated  with  the 
national  organization  called  the  Canadian  Nurses'  Association.     Nurses  are 
provided  with  the  benefits  of  any  other  occupation  —  that  is,   pension  plans, 
retirement  schemes,   and  unemployment  benefits  are  available. 
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QUALIFICATIONS  NEEDED 

A  person  can  enter  nursing  at  any  age  with  65  as  the  normal  retirement 
age.     There  are  no  physical  requirements  except  that  the  person  be  healthy. 
Personality  is  important,   however ^   and  those  who  are  self-reliant,  dependable, 
kind,   self-controlled,  courteous,   tactful,   tolerant,   and  resourceful  are  the  most 
successful.     A  sense  of  humor,   empathy,   and  adaptability  are  also  needed. 
Males  as  well  as  females  are  accepted  into  nursing. 


PREPARATION  NEEDED 


There  are  several  Alberta  institutions  where  a  nurse  can  be  trained. 
The  University  of  Alberta   (Edmonton)   and  University  of  Calgary  offer  a  four 
year  degree  program.     Two  and  one-half  or  three  year  programs  are  available 
at  the  Foothills  Hospital   (Calgary),   Misericordia  Hospital   (Edmonton),  Royal 
Alexandra  Hospital   (Edmonton),   and  University  of  Alberta  Hospital  (Edmonton). 
Two  year  programs  are  offered  by  Grant  McEwan  Community  College  (Edmonton), 
iMount  Royal  College   (Calgary),   Medicine  Hat  College,   Lethbridge  Community 
College,   Keyano  College   (Ft.  McMurray),  Grande  Prairie  Regional  College,  and 
Red  Deer  College. 


Educational  requirements  for  these  programs  vary,   but  the  university 
programs  require  advanced  or  matriculation  diplomas  and,  generally,  the 
hospital  and  college  programs  require  a  standard  high  school  diploma  with  an 
average  of  at  least  65%  and  no  mark  below  50%  in  English  30,  Biology  30, 
Chemistry  30,   and  two  other  approved  subjects.   Nursing  students  registering  in 
a  university  program  should  have  a  70%  average. 

Costs  of  both  hospital  and  college  programs  are  between  $600  and  $1  000 
per  year  for  tuition,   fees,   books  and  uniforms  and  supplies.     Living  costs  will 
be  in  addition  to  this  cost,   although  some  hospital  programs  provide  their 
students  with  accomodation. 


Training  at  a  university  will  cost  approximately  $1  700  per  year  plus 
living  expenses. 


After  taking  a  university  program,   the  student  receives  a  Bachelor  of 
Science  in  Nursing.     Upon  completion  of  a  hospital  or  college  program,  the 
student  receives  a  nursing  diploma.     All  nurses  must  write  the  registered 
nurse  examinations  before  using  the  R.N.  title. 
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EARNING  POWER  AND  ADVANCEMENT 


A  registered  nurse  starts  at  $26  700  per  year  (1983).   The  more 
responsibilities  one  is  given,   the  higher  the  salary  will  rise.  Any  such 
advancement  depends  on  the  individual's  education,   motivation,   interest  in 
service,   and  leadership  abilities.  Nurses  can  develop  themselves  professionally 
through  post-basic  courses,  continuing  education  classes,   and  inservice 
programs.  Those  who  already  have  their  Bachelor  of  Science  Degrees  can 
prepare  for  teaching,   supervision,    administration,  or  community  nursing. 
Automation  will  not  affect  such  an  occupation  since  it  is  essentially  a  service 
to  the  people.   The  machine  age,   however,   will  result  in  increased  studies  or 
specializations  for  students. 


RELATED  OCCUPATIONS 


Occupations  closely  related  to  nursing  are:   dietician,  occupational 
therapist,   physiotherapist,   x-ray  and  laboratory  technician,   medical  record 
librarian,   dental  hygienist,   and  nursing  assistant. 


SOURCES  OF  INFORMATION 


Sources  for  this  report  were  as  follows: 


(a)  a  personal  interview  with  Miss  Betty  Dean  (retired  nurse),   113^6  -  59 
Street,  Edmonton. 

(b)  a  phone  call  to  the  Alberta  Association  of  Registered  Nurses,   10256  -  112 
Street,  Edmonton. 

(c)  Health  Careers  in  Alberta,   "Nursing  Services",  Alberta  Advanced  Education 
and  Manpower,  1977. 

(d)  Nurse ,  Guidance  Centre  Occupational  Information  Monograph  University  of 
Toronto,  January  1977. 

(e)  Nursing  Career  Information,  Alberta  Association  of  Registered  Nurses,  1983 


The  following  five  pages  contain  another  example  of  a  report.   It  is 
written  in  a  different  manner.  This  report  covers  the  nine  topics  on  Pages  3 
and  U  and  gives  us  a  good  idea  of  what  is  involved  in   teaching.  Remember 
your  own  report  should  be  concise  yet  informative. 
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TEACHER 


Today's  teachers  have  great  responsibilities.   They  must  prepare  their 
students  to  contribute  to  the  community  as  well  as  to  achieve  self-development. 
Their  function,  therefore,   is  not  only  to  watch  course  content,   but  also  to  help 
develop  positive  aspects  in  the  students'   character.   This  may  be  done  in 
everyday  classroom  activities  but  also  may  be  achieved  through  counselling  and 
guiding  the  student  on  a  one-to-one  basis.  The  teacher's  influence  is  usually 
strongest  at  the  kindergarten  and  primary  levels  because  it  is  at  this  age  that 
the  child  is  most  influenced  by  adults  outside  the  home,   and  it  is  the  time 
when  the  child  is  learning  to  cooperate  with  others  and  to  control  emotions. 
Different  skills,  therefore,   are  needed  to  deal  with  different  age  groups.  A 
teacher  can  specialize  in  kindergarten,   primary,   upper  elementary,  junior 
high,  or  senior  high  levels. 


Work  at  all  levels  is  available  throughout  Alberta  but,  at  present,  jobs 
are  scarce.  An  overcrowding  of  the  Education  Faculty  has  led  to  an  oversupply 
of  teachers  especially  in  major  cities  and  large  towns.  Also  student  numbers 
have  dropped,   so  fewer  classroom  teachers  are  required.   If  one  wishes  to  go  to 
rural  or  isolated  areas,   more  opportunities  may  be  available. 


Teaching  is  both  mentally  and  physically  exhausting.   This  occupation  is 
mentally  demanding.  You  must  always  be  ahead  of  your  students  -  preparing 
lessons,   anticipating  problems,   administering  discipline,   and  answering 
questions.     This  occupation     is  physically  demanding  because  time  is  so  rigidly 
scheduled  -  one  must  arrive  early  for  preparation,  teach  several  classes  per 
day  with  only  short  breaks  between  classes,  then  work  at  home  for  lesson 
correction  and  outline  preparation. 


A  teacher's 
following  pages: 


daily  activities  may  be  best  described  by  the  pictures  on  the 


Each  teacher  must  research 
the  lesson  material  thoroughly 
in  preparation  for  future 
classes,   and  have  the  class- 
room organized  before  the 
day  begins. 


nil 
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Knowledge  of  audiovisual  aids 
helps  to  make  learning  interesting 
and  teaching  easier. 


Sometimes  a  teacher  must 
counsel  students. 


Teachers  instruct  students  through 
lectures,   demonstrations,  and 
audiovisual  materials. 
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After  the  lesson  is  taught,  seat 
work  is  usually  given.  Such 
exercises  must  be  prepared  in 
advance,   given  to  the  student, 
then  graded  and  recorded. 


A  teacher's  work  is  not  done 
when  the  afternoon  buzzer 
rings.  There  are  lessons  to 
prepare  and  papers  to  mark 
for  the  next  day. 


Working  conditions  of  teachers  appear  to  be  ideal  but  they  actually  work 
much  longer  hours  and  much  harder  than  one  would  expect.     The  nine-to-four 
day  is  only  the  beginning.     Extra  time  is  needed  for  lesson  preparation, 
correcting  exercises  and  tests,   and  supervising  extracurricular  activities 
(sports,   clubs,   and  dances).     There  are  actually  few  hazards  in  the  physical 
surroundings  of  a  school.     Most  schools  are  modern  and  clean  and  equipment 
used  is  new  and  safe.     Once  one  has  proved  to  be  a  good  instructor, 
employment  is  secure. 
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In  Alberta,  teachers  have  the  Alberta  Teachers'   Association   (ATA)  to 
protect  their  rights  and  support  them  in  efforts  to  obtain  salary  and  fringe 
benefits.  The  ATA  also  takes  an  interest  in  qualifications  of  entrants, 
in-service  training,  professional  development,   and  public  relations  as  well  as 
curriculum  and  teaching  methods.   The  ATA  is  the  only  liaison  between  the 
teachers  and  the  government. 

The  usual  age  of  entrance  is  21  or  22  for  teachers  with  usual  retirement 
at  65.   Women  and  men  are  hired  on  an  equal  basis  although  women  do  seem 
to  dominate  the  kindergarten,  primary,   and  elementary  levels. 

Because  of  the  mental  and  physical  demands  of  this  occupation,  teachers 
should  be  in  good  physical  and  mental  health.   It  is  advantageous  to  have 
a  pleasant  disposition,  to  be  secure,   and  to  be  confident.  One  should  under- 
stand children's  attitudes  and  behavior  and  enjoy  working  with  them.  The 
most  important  ability  one  needs  is  "the  ability  to  communicate." 

To  become  a  teacher,  one  needs  a  Bachelor  of  Education  Degree  from  the 
University  of  Alberta,   University  of  Calgary,  or  University  of  Lethbridge,  To 
enter  the  Education  Faculty  one  must  obtain  an  advanced  or  matriculation 
diploma  and  have  English  30,   four  other  required  30  level  subjects,   and  a 
minimum  65%  average  (See  university  calendars  for  specific  requirements). 

Once  in  university,  the  person  chooses  an  area  of  study  which  can  be 
either  elementary,   secondary,  vocational/technical,  or  industrial  arts.  Major 
and  minor  subject  areas  are  also  chosen.   University  training  takes  four 
years.   Upon  graduation  one  has  a  Bachelor  of  Education  Degree  and  is 
eligible  to  apply  for  a   (temporary)   provisional  teaching  certificate.  After  two 
year's  successful  teaching  experience,   a   (permanent)   professional  certificate 
is  granted.  The  cost  per  year  to  take  the  university  training  is  $1   100.00  for 
books,   fees,   and  tuition. 


In  Alberta,   teachers  are  paid  according  to  the  number  of  years  they 
have  spent  in  university  and  the  number  of  years  of  teaching  experience 
which  they  have.  All  teachers,   regardless  of  the  grade  taught,   are  paid 
equally  on  this  basis.   For  example,   all  teachers  with  four  year's  university 
and  no  experience  start  out  at  approximately  $23  000.00  per  year.   After  twelve 
year's  experience,   this  salary  would  rise  to  approximately  $35  000.00  per 
year.   Teachers  in  isolated  areas  are  usually  paid  bonuses.  Administrative 
members  are  paid  more  (includes  counsellors,  principals,   and  superintendents) 
but  they  usually  have  more  education  and  more  responsibility. 

All  teachers  are  required  to  belong  to  the  ATA.  Through  it  they  can 
contribute  to  a  pension  plan.   This  pension  along  with  the  Canada  Pension 
Plan  Benefit  may  give  them  70%  of  their  maximum  salary   (that  is  maximum 
salary  during  their  teaching  years)   after  retirement.  As  with  other  employees, 
teachers  must  pay  group  accident  and  life  insurance.   Unemployment  insurance 
may  be  difficult  to  collect,  though,   because  of  the  seasonal  type  of  work  done 
by  teachers  and  the  fact  that  substitute  teachers  are  needed  during  the  school 
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In  proportion  to  the  number  of  teachers  there  are,   the  promotional  oppor- 
tunities are  not  great.   In  fact,   after  twenty  years  of  work,   the  teacher  may 
have  the  same  duties  and  responsibilities  he  or  she  started  at.  One  can  rise 
to  department  head,   vice-principal,  principal,  or  superintendent  but  those  who 
do  rise  are  ones  who  have  obtained  a  Master's  Degree  in  Education. 


Automation  is  not  likely  to  replace  teachers.  The  use  of  audiovisual 
machines,   however,   has  greatly  helped  the  teacher  and  made  learning  easier 
and  more  interesting  for  the  student.  Well-equipped  schools  have  language 
laboratories  and  transparency  projectors  as  well  as  the  regular  film  projectors 
and  slide  machines. 


There  are  many  occupations  similar  in  type  of  work  performed  and 
working  conditions.   Examples  are  social  worker,   librarian,  counsellor,  trades 
instructor,   and  psychologist.  There  is  always  a  chance  of  finding  work  in 
one's  subject  area.   For  example,   a  science  teacher  could  work  in  a  laboratory 
or  go  into  writing  or  research.  Such  a  background  would  also  be  a  basis  to 
enter  medicine,   dentistry,  or  pharmacy.  Occupations  of  similar  nature  to 
teaching  but  not  needing  as  much  education  are  teacher's  aide  and  day  care 
center  worker. 


Sources  for  this  report  were  as  follows: 


(a)  personal  interviews  with  Miss  Linda  Bennett  (teacher),  6009  -  103 
Avenue,   Edmonton,   and  Mr.   Darren  Taylor  (teacher),   10305  -  61 
Street,  Edmonton 

(b)  a  phone  call  to  the  Alberta  Teacher's  Association 

(c)  Teacher,  Guidance  Centre  Occupational  Information  Monograph, 
University  of  Toronto,  November  1976 


ASSIGNMENT 


Now  that  you  have  read  both  the  lesson  and  the  examples,  you 
should  have  a  good  idea  of  what  is  required  for  these  investigations. 
DO  TWO  REPORTS.  Write  them  out  "in  good"  on  standard  looseleaf  pages 
and  submit  these  pages  for  correction.   Both  reports  should  be  sent  in 
for  correction  at  the  same  time. 


END  OF  LESSON  7 
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NOTE;    PLEASE  OMIT  LESSONS  8,    9,   AND  10  AS  WELL 
AS  LESSON  12  IF  YOU  ARE  TAKING  OCCUPATIONS  10 
FOR  TWO  CREDITS. 


Opportunities  for  Training 


The  following  three  lessons  (8,   9,   and  10)  provide 
information  about  training  institutes  in  Alberta.     To  be  of 
any  use,   this  unit  must  be  detailed  and  specific.  Rather 
than  read  every  section  word-for-word,   skim  it.     Read  the 
general  information  under  each  topic  with  care.     Read  the 
course  outlines  at  your  leisure.     Stop  and  read  thoroughly 
when  you  see  a  title  which  may  be  of  interest.  Addresses 
are  given  so  that  you  may  write  to  the  training  centres. 
Do  so  if  you  have  questions  —  even  if  you  wish  a  more 
detailed  list  of  courses. 
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OPPORTUNITIES  FOR  TRAINING  (UNIT  I) 

Previous  correspondence  lessons  have  provided  an  overview  of  Canadian 
occupations  and  demands.    Lessons  8,  9  and  10  will  outline  the  training 
available  for  various  occupations  and  indicate  the  entrance  requirements. 


Skim  all  of  the  information  presented  in  Lessons  8,  9 
and  10  even  though  you  may  feel  that  the  information 
does  not  apply  to  you.     The  teaching  notes  give  a  total 
outlook  on  courses  and  occupations  available  in  Alberta. 
They  may  explain  the  training  which  you  intend  to  enter 
and  will  also  provide  an  insight  into  the  preparation 
needed  for  other  occupations. 


In  choosing  an  occupational  group,  you  are  guided  greatly  by  values, 
interests,  and  aptitudes.    In  choosing  the  particular  LEVEL  of  occupation 
and  training  one  will  enter,  ability  and  aptitudes  are  the  main  factors. 
LEVEL  of  training  is  also  determined  by  the  amount  of  time  (days,  months, 
years)  one  wishes  to  study,  the  grade  in  school  completed,  the  high  school 
route  one  follows,  the  type  of  training  one  wishes  (specific  or  general),  and 
how  much  money  one  wishes  to  spend  on  an  education. 


When  deciding  on  a  level,  you  first  must  realistically  assess  your 
abilities  and  aptitudes.    Distinguish  between  dreams  and  fantasies  and  the 
facts.    One  should  aspire  to  a  level  which  completely  uses  his  or  her 
abilities  but  must  note  that  high  hopes  demand  great  effort.     To  reach  a  high 
goal  and  to  keep  achieving  at  that  level  is  hard  work.     If  you  choose  a  goal 
which  is  too  high  for  your  abilities,  the  situation  can  lead  to  disappointments 
and  failures  in  the  working  world. 

Those  who  choose  a  high  level  occupation  should  be  doing  it  for  the  right 
reasons.    Is  it  to  have  more  luxuries  and  prestige  in  order  to  impress 
others?    Is  it  to  have  power  over  others?    Or,  to  keep  up  what  your  parents 
expect  of  you?    Maybe  you  do  not  want  to  admit  that  your  abilities  are  not  as 
high  as  you  wish?    Such  reasons  for  pursuing  a  high  level  occupation  are 
not  good  ones. 


Occupations  10 


-  2  - 


Lesson  8 


Choice  of  a  high  level  occupation  should  be  made  only  if  one  has  the 
appropriate  degree  of  general  intelligence.     This  is  reflected  by  achievement 
in  school  and  also  by  successes  in  related  kinds  of  work  and  leisure 
activities.     Special  abilities  can  raise  your  level  a  little  higher  as  can  very 
strong  interests. 

A  higher  level  occupation,  as  was  pointed  out  in  Lesson  1,  does  not 
guarantee  happiness  nor  a  satisfying  life.     If  it  did,  then  all  professional  and 
technical  workers  would  be  cheerful  and  contented,  and  those  at  lower  levels 
would  be  gloomy  and  depressed.     We  know  this  is  not  so.     Demands  of  high 
level  work  cause  great  strain,  and  those  at  lower  levels  offer  much 
satisfaction. 


Deciding  on  a  moderate  level  goal  does  not  mean  that  one's  talent  is 
wasted.     Competent  people  are  needed  at  every  level.     Once  you  achieve 
everything  you  can  at  the  level  you  are  at,  set  another  higher  goal.  Move 
up  a  little  at  a  time  until  you  have  reached  your  highest  potential. 

You  are  probably  wondering  just  what  the  levels  of  occupations  are  and 
exactly  how  they  are  determined.     The  level  is  dependent  on  these  three 
factors: 


The  cimount  of  education  and  training  it  takes  to  become 
that  sort  of  worker. 


The  level  of  income  which  is  paid  for  that  work. 

The  prestige  (amount  of  admiration  from  other  people) 
that  it  creates. 


Just  how  is  the  level  determined  by  the  above  factors?    Use  a  medical  doctor 
as  an  example.     First,  it  takes  seven  years  of  very  difficult  study  at  a 
university  to  gain  a  medical  degree.     In  comparison  to  other  occupations, 
this  is  a  very  long  period  of  training.     Second,  a  physician  is  one  of  the 
better  paid  members  of  our  society.    And,  third,  community  members  look 
up  to  a  doctor  because  of  the  skills  and  knowledge  he  or  she  has.     All  of 
these  facts  add  up  to  a  high  level  of  occupation. 
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Below  is  a  five  level  classification  of  occupations.     It  should  serve  as  a 
better  example  of  how  job  complexity,  required  amount  of  education,  and 
prestige  determine  the  level  at  which  an  occupation  sits.    (And  do  note  that 
some  occupations  do  not  clearly  fit  into  only  one  level.) 

PROFESSIONAL  -  These  occupations  require  a  high  level  of 
knowledge  and  judgment.     This  person  usually  has  respon- 
sibility for  others  and  has  gained  knowledge  through  a 
university  education.     He  or  she  is  usually  a  highly  paid 
individual.    Examples  of  those  at  the  professional  level  are 
engineers,  lawyers,  physicians,  teachers,  accountants,  and 
foresters. 


SEMI-PROFESSIONAL  -  (This  class  includes  TECHNICIANS, 
TECHNOLOGISTS  AND  PARA- PROFESSIONALS. )  Such 
people  possess  specialized  knowledge  and  judgment.  They 
usually  work  under  a  professional's  supervision,  and  earn 
less  than  those  in  the  above  class.     Pilots,  electronic 
technicians,  photographers,  law  clerks  and  architectural 
technologists  fall  into  this  group. 


SKILLED  -  These  occupations  require  expert  skills  and 
specialized  knowledge  in  one  area.     Such  persons  must  be 
good  at  decision-msLking  and  must  be  able  to  perform  many 
tasks  in  their  daily  work.     However,  the  consequences  to 
others  should  they  make  an  error  may  be  less  than  in  the 
two  groups  above.     Their  pay  is  average  and  their 
education  is  usually  at  a  trade  school  or  by  a  specialized 
private  course.     Such  occupations  are  flight  attendant, 
secretary,  bookkeeper,  carpenter,  plumber,  and  tele- 
vision repairman. 


SEMI-SKILLED  -  People  in  this  group  perform  manual 
skills.     Their  tasks  are  less  varied  than  those  of  skilled 
workers  and  they  are  often  trained  on-the-job.  Some 
examples  of  semi-skilled  occupations  are  bus  driver,  meat 
packer,  mail  carrier,  salesperson,  butcher,  cook,  and  gas 
station  attendant. 
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UNSKILLED  -  Unskilled  workers  do  simple  routine  tasks. 
These  tasks  usually  do  not  involve  much  decision- making  or 
creativenesSo     Examples  are:    janitor,   file  clerk,  delivery 
boy,  farm  hand,  domestic  servant,  and  construction  labourer e 
Such  work  does  not  require  any  specialized  education  or 
training,  and  most,  with  the  exception  of  construction 
labourer,  are  paid  near  minimum  wage. 

Hopefully,  the  descriptions  of  the  classes  have  given  you  a  clearer 
picture  of  what  we  mean  by  a  level  of  work.  Do  you  know  where  your 
abilities  and  aptitudes  would  place  you? 

Just  because  the  above  classes  are  arranged  from  highest  to  lowest  level, 
do  not  get  the  impression  that  one  level  is  less  important  than  another. 
Every  level  has  an  important  function.    Without  the  construction  labourer, 
carpenter  and  plumber,  the  house  the  architect  designs  could  not  be  built. 
For  one  such  task  to  be  completed,  workers  from  every  level  must  cooperate. 
This  brings  us  to  the  concept  of  the  INDUSTRIAL  TEAM. 

In  every  project  there  needs  to  be  an  "idea  man"  to  create  theories  and 
apply  them  to  practical  problems;  a  man  who  will  "test"  these  ideas  and 
reorganize  them  so  they  will  work;  and  a  "doer"  who  actually  does  the  work 
once  the  theorizing  and  testing  have  been  done.     The  group  of  "idea  man", 
"tester",  and  "doer"  are  known  as  an  industrial  team. 


University  trained  people  are  often  the  idea  men.  They 
come  up  with  the  ideas  and  learn  to  apply  these  theories 
to  industrial,  economic,  or  socicd  problems. 

The  testers  or  experimenters  put  the  ideas  to  work. 
They  manipulate  tools,  machines,  and  ideals  in  order  to 
carry  out  the  idea  man's  theories. 

Once  these  theories  have  been  tested,  modified,  and  found 
to  work,  the  doer  comes  along  and  does  the  labour  — 
the  final  step  in  putting  the  idea  into  reality. 
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Let's  look  more  closely  at  the  team  that  builds  a  house: 


Architect 

Architectural 
Technician 

Skilled  Tradesmen 
or  Production 
Workers 

He  creates  the 
original  building 
design. 

idea  man 

He  does  the  actual 
architectural 
drawings,  builds 
scale  models  and 
decides  on  construc- 
tion materials. 

tester 

Tradesmen  carry  out  the 
construction  details 
planned  by  the  technicians. 

doer 

Do  you  notice  that  the  architect  (idea  man)  has  a  lengthy  university 
training  and  usually  knows  a  lot  about  a  wide  field?    In  comparison,  the 
technologist  (tester)  has  one  to  three  years  specialized  training.  Because 
tradesmen  specialize  in  one  small  unit  of  tasks,  several  will  be  needed  in 
order  to  do  what  the  tester  has  planned.     Several  tradesmen,  four  or  more 
technicians,  and  one  professional  are  usually  required  on  one  industrial  team. 


Below  is  another  example  of  an  industrial  team: 


Mechanical 
Engineer 

Mechanical  and 
Drafting  Technicians 

Skilled  Tradesmen  and 
Production  Workers 
(Machinists,  Tool  and 
Die  Makers,  and 
Machine  Operators) 

He  researches  an 
original  design  in 
power  generation 
and  heat  transfer. 

They  perform  tests 
and  experiments, 
compile  data,  and 
work  on  details  of  this 
design  (may  also 
supervise  the 
installation  of  the 
equipment). 

These  workers  fit  and 
assemble  parts  to  make 
the  design  (may  make 
new  parts  if  needed). 
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The  concept  of  industrial  teams  has  shown  that  each  man  has  an 
important  function    on  the  way  to  completing  a  task.     From  this  lesson,  and 
previous  information,  we  know  that  the  technical  field,  and  also  that  of  para- 
professionals  is  increasing  rapidly.     Professional  workers  are  demanding 
help  and  the  technicians  and  para-professionals  have  the  specialized  training 
to  aid  them.     Given  these  facts  you  would  think  that  people  would  flood  into 
technical  institutes  and  colleges  and  very  few  would  enter  universities.  But, 
increasing  numbers  are    enrolling  in  university.     Why?    What  are  the 
attractions  of  a  university? 


UNIVERSITY  OPPORTUNITIES 

The  university  is  an  institution  designed  to  educate  people  who  like  to  use 
their  minds.     Prospective  students,  therefore,  should  possess  more  than 
average  intellectual  capacity.     They  should  be  able  to  deal  with  ideas  and 
obtain  satisfaction  from  mental  work. 


A  university's  purpose  is  to  provide  a  broad  and  varied  education  on 
which  a  person  can  build  a  future  life  and  career.     The  student  may:     study  ( 
customs,  traditions,  and  cultures  of  other  civilizations;  analyze  ancient  and 
modern  philosophies;  or,  pursue  scientific  knowledge  and  truth.     In  this  way, 
experience  and  thoughts  of  the  past  are  identified  and  these  help  to  guide  one 
in  his  or  her  future  creative  work.    Not  only  are  facts  that  have  already 
been  discovered  learned,  but  new  ideas  and  concepts  are  developed. 

John  Stuart  Mill  said,   "Men  are  men  before  they  are  lawyers  or 
physicians  or  manufacturers;  and  if  you  make  them  capable  and  sensible  men, 
they  will  make  themselves  capable  and  sensible  lawyers   and  physicians." 
This  implies  that  university  must  first  educate  the  student,  before  training 
him  or  her  for  a  particular  profession.     For  this  reason,  early  work  at  a 
university  is  general  in  nature.     Succeeding  years  often  also  concentrate  on  a 
general  area  giving  the  student  a  broad,  general,  theoretical  background. 
Often,  specialized  work  is  carried  on  only  after  graduation. 

Universities  are  divided  into  different  faculties  or  schools  of  study. 
Training  in  one  of  these  will  lead  to  a  degree  or  diploma.     To  earn  a 
Bachelor's  Degree,  a  minimum  of  three  to  four  years  of  training  is  necessary. 
A  student  may  stop  there  or  go  on  to  post-graduate  training.     Those  who  have 
a  Bachelor's  Degree,   require  two  additional  years  for  a  Master's  Degree.  ^ 
And,  to  obtain  a  Doctor's  Degree,  two  to  three  more  years  are  required.  \ 
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Admission  to  the  University  of  Alberta  from  Alberta  high  schools  requires 
an  advanced  high  school  diploma   (senior  matriculation).  Standard  admission  is 
minimum  70  %  average  with  no  mark  below  50%  on  five  specified  subjects. 
English  30  is  required  in  all  cases.  Otherwise,  matriculation  requirements 
differ  with  the  faculty.  Thus,  your  choice  in  high  school  determines  the  school 
or  faculty  you  may  enter.  Therefore  if  you  intend  to  consider  university 
training,  check  the  specific  course  requirements  of  the  university  faculty  in 
which  you  are  interested  before  you  plan  your  high  school  program. 

Some  faculties  have  quotas  because  facilities  are  limited.   In  that  case, 
students  are  accepted  in  order  of  their  academic  standing  from  among  the  list 
of  applicants.  Presently,  the  following  faculties  have  limited  enrollments: 
Business  Administration  and  Commerce,  Dental  Hygiene,   Dentistry,  Engineering, 
Law,  Medical  Laboratory  Science,  Medicine,  Nursing,   Pharmacy,  Arts  (Drama 
and  Criminology),   Rehabilitation  Medicine,  and  Agriculture  and  Forestry 
(Agricultural  Engineering). 


There  are  frequent  changes  on  matters  concerning  entrance  requirements 
so  it  is  wise  to  write  for  current  information  concerning  the  faculty  in  which 
you  are  interested. 

There  are  four  universities  in  Alberta:   University  of  Alberta  in 
Edmonton,  University  of  Calgary   in  Calgary,  and  University  of  Lethbridge  in 
Lethbridge,  as  well  as  a  new  correspondence-oriented  university  called 
Athabasca  University,  located  in  Athabasca,  Alberta.  You  may  also  take  some 
first  and  second  year  courses  at  colleges  affiliated  with  the  universities. 
These  colleges  will  be  discussed  in  Lesson  9. 

The  Winter  Session  in  most  facilities  in  the  three  traditional  universities 
runs  from  the  first  week  in  September  until  the  end  of  April.  Spring  Session 
is  in  May  and  June  and  Summer  Session  covers  July  and  August. 

University  costs  exceed  those  that  a  student  would  encounter  if  attending 
other  Alberta  institutions,  but  should  not  stand  in  the  way  of  a  person 
entering  university.  As  you  will  see  in  Lesson  10,  there  are  many  financial 
plans  —  loans  at  low  interest,  grants,  and  scholarships  —  for  which  a  student 
may  apply.  To  give  you  an  idea  of  costs,  these  1986  -  87   expenses  are  quoted 
for  students  living  away  from  home. 


For  one  Tuition  and  General  Fees  $  1  300 

8  month  Books  and  Supplies  600 

session:  Living  costs    at  575  monthly  4  600 

Transportation  (estimated)  300 

$  6  800 

The  $  6  800  figure  is  for  a  first  year  student  living  comfortably  but 
without  extravagance.  These  costs  can  vary  because  costs  in  some  facilities  are 
higher.  For  example.  Engineering  and  Medical  students  pay  higher  fees  and 
pay  more  for  supplies.  The  style  in  which  you  live  could  also  raise  or  lower 
the  basic  figure.   If  you  decide  to  live  in  an  apartment  alone  ,  board  and  room 
and  miscellaneous  expenditures  are  higher.   If  you  are  able  to  live  at  home, 
you  could  save  a  good  part  of,  or  the  total  $^  600  living  expense. 


The  following  programs  are  offered  at  the  University  of  Alberta.  They  are 
typical  of  programs  offered  at  Alberta  universities.   If  you  would  like  specific 
information  about  any  particular  school  or  faculty,  write  to  the  Registrar  of 
the  university  you  wish  to  attend. 
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The  Faculty  of  Four  year  programs  in  Agricultural  Engineering,  Agri- 

Agriculture  culture  and  Forestry  and  provided  by  this  faculty.  Also 

and  Forestry  offered  are  a  four  year  interdisciplinary  program  in 

Food  Science  leading  to  a  BSc,   and  a  two  year  pre- 
Veterinary  Medicine  Program.    (After  completion  of  this 
two  year  program,   students  may  attend  the  University  of 
Saskatchewan  for  their  four  year  program  in  Veterinary 
Medicine ) . 

Students  of  Agriculture  can  specialize  in  Agricultural 
Economics  and  Rural  Sociology,  Agronomy,   Animal  and 
Poultry  Science,   Entomology,   Food  Science,   Soil  Science, 
Grazing  Management,   Plant  Protection,   Plant  Science,  or 
Engineering  Agrology, 

Agriculture  graduates  are  engaged  in  teaching, 
research,   and  administrative  work  related  to 
agricultural  production,   marketing,   and  processing. 
They  also  work  in  the  manufacture  and  distribution  of 
feeds,   fertilizers,   and  machinery,   in  the  handling  of 
agricultural  products,   and  in  farming.   In  recent  years, 
an  increasing  number  of  agricultural  industries  have 
offered  attractive  jobs  to  graduates. 

Forestry  graduates  can  find  employment  with  Federal 

or  Provincial  Governments  and  with  industries  associated 

with  the  production  and  marketing  of  forest  products. 

Graduates  of  Food  Science  work  in  food  processing, 
packaging  and  marketing.  With  the  increased  emphasis 
on  health  and  nutrition,   knowledgeable  people  will  be 
in  high  demand. 

Only  pre-Veterinary  Medicine  is  offered  in  Alberta.    It  is 
suggested  that  unless  you  are  a  superior  student,   do  not 
count  on  gaining  admission  to  a  Veterinary  Program. 
There  has  been  a  recent  interest  in  Veterinary  Medicine 
and  competition  to  get  into  such  schools  is  intense. 

Graduates  in  Agricultural  Engineering  may  qualify  for 
registration  as  Professional  Engineers.   They  apply 
Engineering  priniciples  to  the  industry  of  agriculture  in 
areas  such  as  machine  design  and  environmental  and 
processing  systems  for  agricultural  products. 
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The  Faculty  of 

Environmental 

Design 


Canada  offers  excellent  opportunities  in  the  field  of 
architecture  and  environmental  design.  Architects  are  in 
high  demand  due  to  the  rapid  expansion  of  industry  and 
commerce,   and  the  growth  of  urban  areas. 

Students  can  specialize  in  urban  and  regional  planning, 
industrial  design,  environmental  science,  or 
architecture. 

Good  opportunities  for  graduates  exist  in  government 
departments,   research  agencies,   planning  agencies,  and 
industrial  and  structural  organizations.  The  oppor- 
tunities   are   challenging   and  offer  excellent  chances  for 
rapid  advancement. 

Training  in  this  faculty,  wnicn  is  available  at  the 
University  of  Calgary,   requires  a  previous  bachelor's 
degree  for  admission. 


The  Faculty  of 
Arts 


Tnose  who  enter  the  Faculty  of  Arts  embark  upon  a 
general  tnree  year  program.   (Tne  nonors  program  allows 
for  more  specialization  in  a  chosen  subject  area, 
requires  higher  standards,   and  is  four  years).  For 
most  students,  graduation  from  the  three  or  four  year 
program  will  end  their  studies.  Others,  who  wish  to  be 
more  specialized,  will  enter  a  graduate  program,  or 
will  continue  their  studies  in  another  faculty.  They 
could  enter  training  for  teaching,  theology,   law,  social 
work,    or   library    science.    Those    who  do  not  go  further 
can  be  employed  as  executive  assistants  or  sales 
representatives,   and  in  such  places  as  government, 
business,   and  industry.  An  Arts  Degree  is  becoming  less 
useful.  Community  college  graduates  with  their  very 
specific  training  have  been  taking  jobs  formerly  held  by 
Bachelor  of  Arts  graduates.  A  Bachelor  of  Arts  Degree 
does,   however,  give  one  broad  training  which  makes 
him  or  her  adaptable  to  various  positions  (Journalism, 
Public  Relations,  Research). 

There  are  so  many  specializations  within  the  Arts 
Faculty  that  each  cannot  be  described  in  detail. 
Instead,  they  are  listed  below: 


Anthropology 
Art  and  Design 
Classics 

Comparative  Literature 
Drama 


Criminology 
Mathematics 
iViusic 
Philosophy 
Political  Science 
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Economics  Psychology 
English                                      Religious  Studies 
Geography                                  Romance  Languages 
Germanic  Languages                 Asian.  Studies   (East  Asian) 
History  Sociology 
Linguistics                                East  European  and 
Canadian  Studies                                Slavic  Studies 

The  University  of  Alberta  offers  Fine  Arts  Degrees  in 
Art  and  Design,   Drama,   and  Music  through  the  Faculty 
of  Arts. 

The  University  of  Calgary  has  broken  down  its 
Faculty  of  Arts  into  several  smaller  areas  known  as  the 
Faculty  of  Fine  Arts,   The  Faculty  of  Humanities,  and 
the  Faculty  of  Social  Sciences. 

The  Faculty  of 
Business 
Adininistration 
and  Commerce 

There  are  opportunities  for  graduates  of  Business 
Administration  and  Commerce  in  accounting,  sales, 
advertising,   rnercnandising ,   puolic  relations,  buying, 
personnel  training,   research  and  data  processing. 

Positions  sucn  as  trust  officer,   investment  analyst, 
banker  or  executive  assistant  are  often  offered  to  those 
holding  a  Bachelor  of  Commerce  Degree. 

Those    who   continue    to   pursue   tneir   studies   beyond  that 
level  often  go  into  law  or  teach  at  the  university  or 
secondary  school  level.  Others  go  into  business,  or  into 
management.   The  demand  for  Business  Administration 
and  Commerce  graduates  is  expected  to  grow  for  the  next 
eight  years  so  the  career  outlook  is  favourable. 

The  Faculty  of 
Dentistry 

Dentistry  deals  with  the  maintenance  of  the  oral 
structures.   It  is  concerned  with  the  prevention  of 
disease,   the  diagnosis  of  abnormal  conditions,  and 
treatment  of  any  abnormalities.   The  dentist  works  as 
the  director  of  a  team  consisting  of  himself,   a  dental 
assistant,   a  dental  hygenist,   and  a  dental  laboratory 
technician , 

Before  entering  Dentistry,   a  student  must  take  two 
pre-professional  years  in  the  Faculty  of  Science.  This 
is  followed  by  four  years  of  dental  school.    In  the  last 
two  years  a  great  proportion  of  time  is  spent  in  the 
clinic  where  the  dental  student  gets  practice  on  actual 
patients . 
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The  nature  of  dental  practice  today  is  so  advanced 
that  most  dentists  see  fewer  patients  in  spite  of  the 
fact  that  they  are  using  superior  equipment  and 
materials,   because  the  emphasis  is  on  saving  teeth 
rather  than  on  extracting  them. 

The  School  of  Dental  Hygiene  has  become  a  department 
within  the  Faculty  of  Dentistry.   It  is  a  separate 
program. 

The  demand  for  Dental  Hygienists  is  quite  good.  Those 
trained  in  this  field  act  as  auxiliaries  in  the  dental 
team  taking  care  of  preventative  clinical  services  and 
education  of  the  public.   They  clean  teeth,   do  x-ray 
work,   apply  fluorides  and  other  agents  to  teeth,  do 
diet  counselling  and  help  with  examinations. 

Enrollment  in  this  School  is  limited  and  is  based  on 
academic  standing  and  personal  interview  results. 


The  Faculty  of 
Education 


This  faculty  offers  professional  education  for  teachers 
of  tne  elementary,  junior  high,   and  senior  nign  scnool 
grades.   There  are  four  areas  one  can  enter: 


Elementary  Education,  Secondary  Education,  Industrial 
Arts,   and  Vocational  Tecnnical  Education. 


Elementary  Education  Students  are  prepared  as 
"generalists"  who  can  teach  all  children  in  elementary 
classrooms,  grades  Kindergarten  to  six.   In  the  last  year 
of  training,  the  teacher  has  the  opportunity  to 
specialize  somewhat  in  areas  of  interest  such  as  English 
as  a  Second  Language,   Language  Arts,   Music,  Reading, 
Canadian  Studies,   and  Physical  Education.   Teachers  who 
wish  to  specialize  in  areas  such  as  Early  Childhood  and 
Special  Education  begin  to  specialize  in  the  first  year 
of  their  program. 

Secondary  Route  -  This  route  is  designed  to  prepare 
teachers  to  teach  grades  seven  to  twelve.  Teachers 
develop  a  subject  area  of  major  interest  and  a  "minor" 
subject  teaching  specialization  also. 

Vocational  Technical  Route  -  Such  a  route  prepares  • 
persons  to  teach  job  entry  skills  in  trade,   business  and 
technical  areas. 
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Industrial  Arts  Route  -  This  route  includes  a  study  of 
different  technologies,   materials  used,   and  occupational 
opportunities  found  in  them  plus  training  in  teaching 
methods . 

All  students  entering  the  Faculty  of  Education  must 
complete  the  four  year  Bachelor  of  Education  Degree 
before  being  recommended  for  a  teaching  certificate.  The 
certificate  granted  at  that  time  will  be  a  provisional 
certificate.   After  two  years  satisfactory  teaching  exper- 
ience,   application  may  be  made  for  a  permanent 
professional  certificate. 

Since  1973»   teaching  has  not  been  a  "demand"  field. 
Teaching  positions  are  increasingly  difficult  to  find  with 
the  result  that  many  teachers  seek  work  outside  the 
teaching  profession. 


The  Faculty  of 
Engineering 


There  is  a  great  deal  of  competition  among  industries 
and  government  for  the  services  of  the  best  graduating 
engineers  in  Canada.  The  Professional  Engineer's  role 
is  that  of  experiment  ana  researcn  wnile  the  Engineering 
Technologist  or  Technician  carries  out  the  duties  set  out 
in  theory  oy  the  professional. 


There  are  quotas  in  all  programs  in  this  faculty  and  a 
student  wishing  admission  should  have  an  academic 
average  of  at  least  70%  in  five  required  matriculation 
subjects  in  order  to  be  competitive. 

A    four    year    program    leads    to   a   Bachelor  of  Science  in 
Engineering.   In  Alberta,   you  can  specialize  in  several 
fields: 


Computer  Engineering  -  Computer  engineers  apply 
electrical  engineering  knowledge  and  computing  science 
knowledge  in  the  design,   production  and  use  of 
computers  and  computing  systems. 

Chemical  Engineering  -  In  which  the  production  of  new 
products  from  raw  materials  is  emphasized.   This  includes 
the    design,    construction    and   operation   of   plants  which 
make  plastics,   adhesives,   fuels,   antibiotics,  synthetic 
fibres,   paints,   and  paper.   These  plus  the  petroleum 
industries  hire  most  of  the  available  graduates. 
Chemical   Engineers  are  in  increasing  demand. 
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Civil  Engineering  -  There  is  a  great  variety  of 
opportunities  in  this  field.   Undertakings  may  include: 
designing  buildings  and  bridges;   supplying  services 
such  as  water,  power  and  waste  removal;  planning 
roads,   railroads,   subways,  or  canals;   surveying;  and 
soil  mechanics.  Other  graduates  may  find  employment  in 
public    utilities,    pulp    and    paper,    petroleum   or  mining, 
flood  control,  atomic  energy,   and  communications.  Civil 
Engineers  are  in  demand  in  Canada. 

Electrical  Engineering  -  Graduates  are  in  particular 
demand  in  areas  of  electronics  and  automatic  control  as 
well    as    in    space    travel.    Computer   Systems    in  industry 
and  communication  systems  such  as  radio,  television, 
and  satellite  communication  links  require  specialists  in 
the  electrical  field. 

Mechanical  Engineering  -  Which  deals  with  design, 
manufacture,   and  operations  of  all  types  of  machinery. 
Automation,   new  sources  of  energy,   and  new  materials 
v/ill  create  unique  opportunities,  especially  in  the  field 
of  research.  This  is  the  uiost  varied  of  the  engineering 
fields. 

Mineral,  Mining,  Petroleum,  and  Metallurgical 
Engineering  -  The  need  for  metallurgical  engineers  is 
strong.  They  are  concerned  with  the  application  of 
engineering  principles  in  the  recovery  of  metals  and 
their    alloys    from   ores,    and    in    the   conversion   of  those 
metals    into   forms    for   practical    uses.    Natural  resources 
associated   with    mining    and   petroleum    industries    are  of 
vital  importance  in  Alberta's  economy.   There  is  no  need 
to  say  then,  that  mining  engineers  will  have  an 
important  place  in  Alberta's  future.  The  program  offered 
to  students   prepares   them  to  take   part   in   all  phases  of 
mining  engineering  and  includes  exploration,  rock 
mechanics,   mining  methods,  environmental  control, 
economics  and  management. 

In  all  areas  except  computer  engineering  a  five  year 
program  which  includes  twenty  months  of  paid  work 
experience  is  available. 


Fine  Arts 
Programs 


Three  Fine  Arts  Degrees  are  offered  through  the  Faculty 
of  Arts: 


-  Bachelor  of  Fine  Arts  in  Art  and  Design 

-  Bachelor  of  fine  Arts  in  Drama 

-  Bachelor  of  Music 
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Enrollment  in  these  programs  is  limited  and  is  based 
on  academic  requirements  and  artistic  skills. 

Graduates  of  the  BFA   (Arts  and  Design)   program  may 
work  as.  skilled  artisans  and  designers  in  museums, 
galleries  and  in  education.  Graduates  of  the  BFA 
(Drama)   may  work  in  community  recreational  and 
educational    programs    and    in    television,    radio,  theatre 
and  film.  Music  graduates  may  seek  employment  as 
performers  or  composers,  or  work  in  government 
cultural  or  recreation  departments. 

Faculty  of  Home 
Economics 

The  student  can  choose  from  amont  three  four-year 
programs  in  this  faculty: 

Clothing  and  Textiles,   Family  Studies  or  Foods  and 
Nutrition.    Options   in   the   programs   do   allow   the  student 
to  make  up  his  or  her  own  program  and  to  slant  towards 
a  narrowly  specialized  area  or  to  study  broad  areas. 
After  the  four  years  of  study,   the  student  earns  a 
Bachelor  of  Science  Home  Economics  Degree. 

Home  Economics  graduates  are  in  strong  demand  as 
Dieticians,   District  Home  Economists,   and  Nutritionists. 
Their  field  of  knowledge  stretches  into  areas  such  as 
economics,   housing,   interior  decoration,  fashion 
co-ordinating,   sociology,   social  v/elfare,  kindergarten 
and   nursery   school   supervision,    family  counselling,  and 
public  health.   You  can  see  that  there  are  unlimited 
opportunities  for  those  holding  Home  Economics  Degrees. 

The  Faculty  of 
Law 

Law  is  one  of  the  oldest  and  most  respected  professions. 
In    the    English    system,    there   are   two  main   branches  of 
general  practice.  One  is  "court  work"  in  which  the 
practitioner  is  called  a  barrister,   counsel,  or  advocate. 
The  other  is  "office  work"  in  which  the  layer  is  known 
as  a  solicitor  or  attorney.   However,   in  Alberta,  the 
lawyer  is  trained  for  the  dual  purpose  so  is  called  a 
barrister  and  solicitor. 

A  lawyer  is  expected  to  have  high  ethical  standards. 
He  or  she  should  possess  integrity,   high  moral 
standards,   and  a  sense  of  responsibility  towards  others. 
That  individual's  role  is  to  serve  others  and  monetary 
gain  should  be  of  secondary  importance. 

Lawyers  must  be  well-qualified  and  experienced  in  a 
great  variety  of  subjects-  to  give  advice,   to  draw 
documents,   and  to  deal  with  clients'    problems.  This 
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requires  scholarship,  care,   hard  work  and  good 
judgment.  There  are  always  new  problems  to  solve  which 
may  not  have  been  taught  in  law  school c 

In  a  city  office,  each  lawyer  may  be  responsible  for 
a  certain  type  of  work,   but  in  small  firms  and  towns 
one  must  be  a  general  practitioner. 

To   enter   Law,    a    student    must    have   a   Bachelor  of  Arts 
Degree  or  another  equivalent  degree.   In  some  cases,  an 
outstanding  student  will  be  accepted  who  has  completed 
two  years  of  an  Arts  program.   Upon  successful 
completion  of  these,   he  or  she  may  proceed  to  the 
Faculty  of  Law  for  three  years  to  obtain  a  Bachelor  of 
Laws  Degree  (LL.B.).   Much  of  the  time  is  spent  in 
studying  cases  and  in  studying  acts  of  legislature  to 
give  the  student  a  basic  knowled^^e.  A  lawyer  must  also 
learn  to  reason  and  to  apply  what  has  been  learned. 
He  or  she  must  learn  how  well  the  law  works  or  how 
Dadly,   and  have  constructive  ideas  for  reform.  After 
3raduation,   a  year  must  oe  spenc  in  practice  witn  a 
lav/yer  ana  men  the  student  must  pass  a  Bar 
exaininacion .    If   the   exainination    is    passea,    this  person 
is  admitted  to  practice  or  "called  to  the  Bar".  One 
usually  practices  in  the  province  where  training  is 
taken  although  all  provinces  knov/n  as  tiie  "Common  Law" 
provinces  nave  set  fairly  standard  procedures.  Quebec, 
nowever,  requires  a  lawyer  to  train  in  that  province  to 
practice  there  because  of  the  "Civil  Law". 

A  graduate  may  decide  to  set  up  a  practice,   remain  in 
the  firm  where  he  or  she  articled,  or  work  for  a 
company  or  government.   Some  become  magistrates  or 
judges.  Others  act  on  government  boards  or  take  part  in 
public  life  as  politicians. 

Tne  number  of  students  entering  law  practice  has 
increased  in  the  last  few  years.  A  degree  in  law, 
therefore,   is  no  guarantee  of  a  position  in  the  articling 
year  or  in  the  practice  of  law. 


Faculty  of 

Library 

Science 


Librarians  are  in  greater  demand  tnan  ever  before.  They 
are  responsible  for  collecting  and  organizing  booRs, 
periodicals,  microfilms,   films,   and  recordings,   and  for 
assisting  people  in  finding  tne  material  they  require.  A 
librarian    may    be   called    upon    to   organize    and  arrange 
an  entire  library,   to  run  a  bookmobile,   to  assist  pro- 
fessors  and   students   in   their  research,    to   supervise  the 
lending    of    booKS,    to    tell    stories   to   boys   and   girls,  or 
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to  catalogue  books.   Preparation  of  abstracts,  periodicals 
or  anthologies,   planning  concerts,   art  exhibits,  educa- 
tional film  showings,   teaching  school  children  how  to 
use  a  library,   and  dealing  with  administrative  problems 
in  a  large  library  are  other  things  which  one  must  be 
able  to  do. 

Many  librarians  specialize  to  meet  the  needs  of 
specialized  areas  such  as  those  of  medicine,  of  law,  or 
ones  requiring  a  reading  knowledge  of  several 
languages . 

For  acceptance  into  the  School  of  Library  Science,  one 
needs  to  have  a  bachelor's  degree.    (Preference  is  given 
to  applicants  who  have  a  reading  knowledge  of  a 
language  other  than  English.)   Two  additional  years  of 
study  are  required  to  earn  the  Master  of  Library  Science 
Degree . 

The  Faculty  of 
Medicine 

For  a  person  who  likes  to  deal  with  people,   who  wisnes 
an  interesting,  challenging  and  rev/arding  career,  and 
one  who  does  not  mind  long  nours,   riiedicine  offers  a 
future  of  great  service,   nappiness,   and  satisfaction. 
Change  is  constant  and  a  doctor  must  read  and  keep  up 
witn  tne  latest  developments,   thougn  one  often  finds 
tnere  is  not  enough  time  for  all  tne  reading  that  should 
be  done.   Those  who  look  purely  for  monetary  gain  would 
be  advised  to  take  up  another  career.   Those  who  like  a 
good  income  from  extremely  interesting  work  should 
consider  medicine. 

In  preparation  one  must  have  two  years  at  the  univer- 
sity in  pre-medical  study  before  commencing  the  regular 
four-year  program.  A  full  calendar  year  of  internship 
follows  before  being  eligible  for  a  license.   Because  only 
a  limited  number  can  be  accommodated,   the  Faculty 
chooses  those  best  suited  academically  and  those  having 
the  personality  for  the  job. 

Many  graduates,   after  completing  internship,  become 
general  practitioners  and  enter  practice  immediately. 
Those  who  do  not  may  take  several  more  years  of 
training  and  enter  a  specialty  such  as  Surgery, 
Psychiatry,    Internal  Medicine,   Pediatrics,  or  Obstetrics. 

OLLii     ULIlcLb     lildy     U.cv_l.U.c     UIl     CaLcdb     III     LcaCriLIlg  ailQ 

research,   in  public  health,   the  military,  or  industrial 
medicine . 

The   Faculty  of  Medicine  also  offers  a  four  year  Bachelor 
of  Science   program  in  Medical  Laboratory  Science.  This 
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prepares  one  to  be  a  laboratory  supervisor  or  senior 
technologist  in  a  hospital  or  medical  laboratory. 

It  is  a  quota  program.  A  high  scnool  average  of  75%  is 
suggested  to  be  competitive  for  a  place  in  the  program. 

Faculty  of 
Nursing 

The  four  year  university  program  leads  to  a  Bachelor  of 
Science  in  Nursing.  Canadian  Schools  or  Nursing  are 
becoming  increasingly  university-oriented.   New  university 
schools  are  being  established  and  an  increasing  number 
of  diploma  programs  are  being  offered  at  colleges. 
Registered  nurses  may  take  post-basic  training  at  a 
university  or  at  some  colleges  to  obtain  a  degree  in 
nursing.  Tne  majority  of  nursing  graduates  find 
employment  in  hospitals,   in  doctor's  offices,   in  private 
practice,   in  government  agencies,   in  the  Armed  Forces, 
and  in  home-visiting  organizations  such  as  the  Victorian 
Order  of  Nurses.   Nurses  are  also  employed  by  inter- 
national  organizations    such    as    the    Red   Cross    to  assist 
in  the  organization  and  development  of  health  services 
in   ioreign  councrieb.-  oupervisory   ana  puDiic  neaiin 
nursing  positions  usually  require  a  Bachelor  of  Science 
Degree  in  Nursing. 

This  nursing  program  and  others  are  discussed  in  more 
detail  in  Lesson  9- 

The  Faculty  of 
Pharmacy  and 
Pharmaceutical 
Sciences 

Pharmacy  is  an  essential  public  health  service,  closely 
associated  with  the  medical,   dental,   and  nursing 
professions.   It  is  a  rapidly  expanding  field  because  new 
drugs  are  opening  up  a  new  era.   Pharmacists  are 
involved  in    the    development,    production,    and  marketing 
of   these    new    drugs.    As    well,    they  offer   information  in 
general  matters  of  public  health. 

Pharmacy  requires  four  years  of  university  training  - 
the  fourth  year  being  a  year  of  specialization  -  wnile 
the  first  three  years  are  common  to  all  patterns.  The 
first  year  may  be  taken  in  some  colleges.  Since  the 
enrollment  has  to  be  limited  because  of  a  lack  of 
facilities,  the  students  taking  their  first  year  away  from 
the  Edmonton  campus  will  have  to  keep  their  marks  well 
up  to  ensure  admission  to  the  second  year. 

There  is  a  demand  for  graduates  in  retail  outlets, 
hospital  pharmacies,   and  manufacturing  firms.  Govern- 
ment laboratories  are  also  increasing  at  a  fast  pace. 
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The  Faculty  of 
Physical 
Education  and 
Recreation 


The  Faculty  of  Physical  Education  offers  two  four  year 
programs:  a  Bachelor  or  Arts  in  Recreation  Administra- 
tion or  a  Bachelor  of  Physical  Education. 

Main  areas  of  study  in  the  B.A.   Recreational  Program 
are:   Community  Development,   Arts  and  Recreation, 
Recreation  through  Physical  Activity,   Recreation  for 
Special  Populations,  Outdoor  Recreation,   Planning  and 
Management  of  Recreation  Envoronments  and  Heritage 
Interpretation . 

iv.ain  areas  of  study  in  the  Bachelor  of  Physical 
Education  Program  include:   the  History  of  Sport  and 
Physical  Education,   the  Sociology  of  Sport,  the 
Psychology  of  Sport,   Human  Performance,   the  Physiology 
of  Exercise,  Physiology,   Biomechanics,  Anatomy, 
Kinesiology  and  Growtn  ana  Development. 

Graduates  of  tnese  programs  may  find  jobs  in  outdoor 
education,   coacning,   athletic  training  and  conditioning, 
research  in  recreational  departirients  and  private 


recreational  ana  cultural  prograhiS 
education,  in  schools. 


v/ith  furtner 


Faculty  of 

Renabilitation 

Medicine 


Courses  in  this  school  qualify  the  student  in  Occupa- 
tional Therapy,  or  Physical  Therapy,  or  Speech 
Pathology  and  Audiology.  Graduates  aid  in  the  recovery 
of  physically  or  psychologically  disabled  people  and  worK 
in  hospitals,   psychiatric  institutions  clinics,  public 
schools,   the  Forces  and  in  private  practice. 

All  programs  are  four  years.   Students  in  Occupational 
Therapy  and  Speech  Pathology  and  Audiology  must 
complete  one  year  before  being  admitted  to  the  program 
as  students  in  their  second  program  year.   The  Physical 
Therapy    Department    accepts    students    directly    from  high 
school.  All  programs  have  a  quota  on  the  number  of 
students  admitted  yearly. 


Physical 
Therapist 


Physical  Therapists,   under  medical 
direction,   help  to  maintain  or  restore 
physical  function  to  an  injured  or  dis- 
abled person.   This  is  through  exercise 
to  strengthen  muscles  and  encourage 
return  of  movement;    by  the  use  of  heat 
in  the  form  of  lamps,   hot  water  and 
diatherm.y;   electricity,   to  stimulate 
injurea  nerves  and  muscles;  hyaro- 
tnerapy,   using  the  buoyancy  of  water 
in   Daths  and  pools;    ana  massage  to 
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increase  circulation  and  promote 
healing.     Physical  Therapists  work  in 
hospitals,  clinics,  rehabilitation 
centers,   special  schools,   in  private 
practice  or  visiting  homes  in  home  care 
programs . 

Occupational  Occupational  Therapists  use  activities 

involving  manual  and  creative  skills 

Therapist  such  as  carpentry,   metal-work,  weaving, 

and  graphics,   recreational  and  remedial 
games  of  all  types,   self-help  training, 
and  activities  of  daily  living.  The 
activities  are  selected  for  the  patient 
on  an  individual  basis  both  for 
remedial  value  and  for  the  degree  of 
interest  which  they  hold  for  the 
patient.     Occupational  Therapists  work 
in  all  types  of  hospitals  including 
institutions  for  the  treatment  of  the 
mentally  disturbed. 

Speech  Speech  Pathologists  and  Audiologists  are 

concerned  with  disorders  of  human 

Pathologist  communication  (speech,   hearing  and 

language).     Their  clinical  services  in- 

and  elude  the  evaluation  of  speech  and 

hearing  problems  by  diagnostic  pro- 

Audiologist  cedures  followed  by  a  therapeutic  pro- 

gram.    These  programs  are  offered  not 
only  in  medical  and  vocational  rehabil- 
itation centres  and  health  agencies,  but 
in  public  school  systems  and  residential 
schools  where  the  Speech  Pathologist 
assists  the  special  education  teacher  in 
helping  children  with  special  handi- 
caps.    Speech  Pathologists  and  Audiol- 
ogists are  also  involved  in  research. 
For  example,   many  industries  today  are 
involved  in  conservation  programs 
designed  to  reduce  the  hazards  of  noise 
exposure  to  their  workers.  Qualified 
people  are  needed  to  work  in  such 
programs . 


The  Faculty 
of  Science 


The  Faculty  of  Science,   as  with  the  Faculty  of  Arts 
provides  a  general  sort  of  education.     This  Facultv  has 
four  year  specialized  programs.  A  Bachelor  of 
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Science  Degree  gives  a  broad  training  which  makes  the 
holder  adaptable  to  various  positions.     A  graduate  may 
do  scientific  research,  or  seek  a  career  in  business, 
teaching,   medicine,  or  dentistry. 

Specializations  in  the  Faculty  of  Science  are  listed 
below : 


Biochemistry 

Biology 

Botany 

Chemistry 

Computer  Design 

Computer  Engineering 

Computing  Science 

Economics 

Entomology 

Food  Science 

Genetics 

Geography 

Geology 

Geophysics 

Linguistics 

Marine  Science  (Some 

courses  available) 
Mathematical  Physics 
Mathematics 


Meteorology 
Microbiology 
Northern  Studies 
Paleontology   (Some  courses 
available ) 

Pharmacology 

Physical  Geography 

Physics 

Physiology 

Psychology 

Resource  Studies 

Scientific  Applications 

(Computing  Science) 
Software  Design 
Statistics  and  Applied 

Probability 
Survey  Science 
Zoology 


College  Although  College  Saint-Jean  was  founded  in  1908,   it  was 

Universitaire         not  until  1970  that  it  became  a  bilingual  part  of  the 
Saint-Jean  University  of  Alberta.     Admission  requirements  are  the 

same  as  those  in  the  regular  university  faculties  except 
that  all  students  must  have  French  30  or  31  or  an 
equivalent  knowledge  of  French.     The  College  offers 
programs  leading  to  the  Bachelor  of  Arts,   Bachelor  of 
Education,   and  Bachelor  of  Science  degrees.  Instruction 
is  given  in  some  courses  only  in  French  and  others  only 
in  English.     College  Universitaire  Saint-Jean  hopes  to 
encourage  French  culture  in  Alberta  and  allow  more 
people  to  master  our  two  official  languages. 


The  Faculty  Social  Work  is  a  professional  service  which  concerns 

of  Social  itself  with  helping  people  resolve  problems  in  social  and 

V^^elfare  interpersonal  relationships  and  helping  to  prevent  further 

problems  from  arising.     There  has  been  a  great  expansion 
in  this  program  and  there  is  a  demand  for  qualified 
people . 
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Social  workers  are  employed  by  government  depart- 
ments at  all  levels  but  mainly  in  the  fields  of  health, 
welfare,  education,  correction,   administration,  and 
research.     Hundreds  of  independent  voluntary 
organizations  employ  social  workers.     A  few  social 
workers  are  engaged  in  private  practice.  iMajor 
fields  of  service  are  child  and  family  welfare,  family 
and  marriage  counselling,   vocational  rehabilitation, 
public  assistance  services,  community  development, 
medical  and  psychiatric  social  work,  camping  and 
recreational  programs,   as  well  as  institutional  services 
for  offenders,  the  handicapped,   the  very  young,  and 
the  elderly. 

Only  students  who  have  completed  one  year  of  university 
study  are  admitted  and  there  is  a  quota  on  the  number 
of  students  accepted.     (The  University  is  dependent  upon 
cooperation  of  social  service  organizations  during  the 
unit  on  field  practice,   and  that  is  the  reason  for 
limited  enrollment.)     Once  one  is  accepted,   the  Bachelor 
of  Social  Work  program  is  four  years  in  length  and 
includes  such  courses  as  sociology,  psychology,  political 
science,   and  social  work  practice.     While  this  program 
originates  at  the  University  of  Calgary,   a  full  social 
work    program    can    now    be    taken    in    Edmonton.  NOTE: 
VOLUNTEER  OR  WORK  EXPERIENCE  IS  AN  IMPORTANT 
ENTRANCE  REQUIREMENT. 

INSTITUTES  OF  TECHNOLOGY 


Both  the  university  and  the  institute  of  technology  provide  higher  learning 
in  many  fields.     The  university,   however,  gives  a  broad  knowledge  of  theory, 
whereas  the  institute  of  technology  provides  the  technician  with  specialized 
knowledge  and  practical  training.     The  technologist  knows  a  particular  field 
in  depth,  whereas  the  university  graduate  knows  a  wider  field  in  breadth. 
Technicians  gain  the  knowledge  and  skill  needed  to  change  the  creative  ideas 
of  the  engineer  or  scientist  into  new  machines  or  new  processes. 


Occupations  10 


-  22  - 


Lesson  8 


The  aim  of  the  technological  institute  is  to  provide  training  that  will 
give  people  a  marketable  skill  and  enable  them  to  get  a  job  in  the  technical 
field.     The  technician  stands  between  the  professional  and  the  skilled  tradesman 
in  the  industrial  team. 

Some  advantages  of  taking  technical  training,   in  comparison  to  university 
training,   are  the  lower  costs,   lower  entrance  requirements,   shorter  training 
time,   and  the  amount  of  specialized  knowledge  acquired.     Most  graduates  get  a 
job  more  easily  than  those  from  universities  and  most  are  hired  in  the  field 
in  which  they  are  trained.     The  work  experience  required  by  most  programiS 
gives  the  technical  student  an  introduction  to  his  or  her  chosen  career  and 
perhaps  to  a  future  employer.     These  are  all  very  good  reasons  for  choosing 
an  institute  of  technology  for  your  training.     There  are  three  technical 
institutes  in  Alberta  to  choose  from  -SAIT,   NAIT,   and  Westerra. 


Northern  and  Southern  Alberta  Institutes  of  Technology 

The  Southern  Alberta   Institute  of  Technology  at  Calgary   (SAIT)   and  the 
Northern  Alberta  Institute  of  Technology  (NAIT)   at  Edmonton  offer  many  of  the 
same  courses,   but  each  has  a  few  that  the  other  does  not  have.     For  example, 
only  SAIT  offers  courses  in  library  arts,   recreation  facility  management, 
aircraft  maintenance,   aeronautical  engineering,   and  correspondence  courses  in 
power  engineering  and  dietary  service  training.     NAIT  offers  tailoring 
technician,   photographic  technology.   X-ray  technology,   forest  technology, 
hairstyling,   dental  laboratory  technology  and  others  which  are  not  offered  at 


Requirements  for  courses  at  NAIT  and  SAIT  vary  greatly  but  generally 
involve  the  holding  of  a  standard  high  school  diploma.     Some  courses  require 
a  matriculation  diploma  while  others  are  entered  with  only  one  of  two  years  of 
high  school  training.  Many  programs  require  specific  high  school  subjects  as 
prerequisites.     If  you  have  an  interest  in  attending  a  technical  institute,  be 
sure  to  check  NAIT  and  SAIT  calendars  so  you  will  have  the  right  combination 
of  courses  needed  for  entry.     Calendars  may  be  obtained  by  writing  directly  to 
the  registrar  of  either  NAIT  or  SAIT.     You  may  write  to: 

Registrar 

Northern  Alberta  Institute  of  Technology 
11762  -  106  Street 
Edmonton,  Alberta 


SAIT. 


T5G  2R1 


or 


Registrar 


Southern  Alberta 
1301  -  16  Avenue 
Calgary,  Alberta 


Institute  of  Technology 
N.W. 


T2M  OL^ 
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To  illustrate  costs  in  comparison  to  those  already  quoted  for  university* 

approximate  technical  institute  expenses  are  listed^ 


The  purpose  of  the  following  information  is  to  acquaint  you  with  what  is 
being  offered  at  the  Technical  Institutes.     The  source  of  material  is  the  most 
recent  available  and  is  taken  from  NAIT  and  SAIT  calendars.    All  courses 
are  not  listed  but  a  good  cross  section  is  described.     For  more  information, 
consult  the  calendars. 


Admission  requirements  are  pointless  to  discuss  in  detail  since  the 
requirements  for  the  seme  course  may  he  different  for  NAIT  and  for  SAIT,    Use  logic 
in  choosing  an  area  of  interest  —  the  requirements  for  Nuclear  Medicine ^  for 
example y  are  going  to  he  much  higher  than  for  Commercial  Baking.    If  you  find  an 
area  of  interest,  then  write  the  institution  concerned  for  more  information. 
Calendars    and  leaflets  are  FREE.    They  are  printed  as  a  service  to  students.  You 
are  under  no  ohligation  to  enter  an  institution  just  hecause  you  request 
information. 


Tuition  and  general  fees 
Books  and  tools 
Living  Costs  @  $575  monthly 
Transportation  (estimated) 


$  600 
800 
k  600 
300 


$  6  300 
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NAME  OF  COURSE 


LENGTH 


DESCRIPTION 


Aeronautical 
Engineering 
Technology 
(SAIT  only) 


3  yrs 


To  enter  this  course,  the  two  year 
Mechanical  Engineering  Technology 
program  must  be  taken  (including 
Aeronautical  option).     The  Aeronautical 
Engineering  Technology  Diploma  takes 
one  additional  year. 


Air  Conditioning 
and  Refrigeration 
Engineering 
Technology 
(NAIT  and  SAIT) 


2  yrs 


This  course  trains  people  to  design, 
install,  operate,  and  maintain  heating, 
ventilating,  and  cooling  equipment. 
There  are  endless  employment 
opportunities  in  this  area. 


Aircraft  Maintenance 
Engineers  Technology 
(SAIT  only) 


2  yrs 


Such  technologists  are  instructed  in 
both  fixed  and  rotary  wing  aircraft  and 
piston  and  turbine  engines.     The  course 
provides  credit  towards  the  Aircraft  | 
Maintenance  Engineers  License. 


Animal  Health 

Technology 
(NAIT  and  SAIT/ 
Olds  College) 


2  yrs 


(This  program  combines  study  at  a  technici 
institute  with  work  experience  with  a 
veterinarian).   Students  are  taught  routine 
sanitation  and  disinfection,  surgical 
preparation  of  patients,   assisting  in 
surgery,   performing  tests,   and  animal 
nursing  and  feeding. 


Architectural 

Technology 

(NAIT) 


2  yrs 


Graduates  will  have  skills  in  freehand 
drawing,  sketching,  and  illustrating 
techniques.     They  also  will  know 
construction  methods,  materials,  and 
problems  so  that  they  can  supervise 
and  inspect  the  work  in  progress.  At 
NAIT,  there  are  four  areas  of  special- 
ization —  Architectural,  Interior  Design, 
Landscape  Architecture,  and  Urban 
and  Regional  Planning. 
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Architectural 

Technology 

(SAIT) 


2  yrs. 


This  program  produces  technical  assis- 
tants to  engineers,   architects  and  con- 
tractors.    The  student  can  choose  to  be- 
come an  Architectural  Technologist  who 
develops  skills  in  drafting,  detailing, 
and  rendering,  or  a  Building  Develop- 
ment Technologist  who  concentrates  on 
areas  of  contracting,   construction  and 
erection  of  structures. 


Automotive  Service 
Technology 
(SAIT  only) 


2  yrs 


Basic  training  for  those  who  wish  to 
enter  the  automotive  industry.  It 
prepares  one  for  a  shortened  apprentice  - 
ship  and  provides  graduates  with  formal 
courses  in  motor  mechanics  as  well  as 
practical  training. 


Building  Construc- 
tion Engineering 
Technology 
(NAIT) 


2  yrs 


Graduates  can  be  employed  as 
estimators,   project  coordinators,  pur- 
chasing agents,   assessors  and  building 
inspectors.     Manual  skills  are  not 
taught;   however,   students  will  become 
familiar  with  the  work  done  by  the 
usual  construction  trades  and  will  study 
methods,   materials,   structural  design, 
surveying,   and  management  as  applied 
to  construction. 


Business 
Administration 
(NAIT  and  SAIT) 


2  yrs . 


These  courses  allow  the  student  to  ac- 
quire administrative  and  human  relations 
skills  and  emphasize  the  key  areas  of 
business.     At  NAIT  a  student  may  spec- 
ialize in  four  areas:  Accounting, 
Administrative  Management,   Finance  and 
Marketing  Management.     At  SAIT,  a 
student  may  major  in  Accounting,  Mark- 
eting, Administration  or  Special  Studies 
in  the  second  year  of  the  program. 


Chemical 
Technology 
(NAIT  and  SAIT) 


yrs 


The  Chemical  Technology  program  trains 
technologists  to  work  with  professional 
chemists  in  a  wide  range  of  industry 
and  research. 
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NAME  OF  COURSE 

LENGTH 

DESCRIPTION 

Cinema,  Television, 

Stage  and.  Radio 

Arts. 

(SAIT) 

Radio  and 

Television  Arts 

(NAIT) 

2  yrs. 

These    programs    prepare    graduates  for 
immediate  employment  in   radio  and 
television  stations,   film  and  video 
production  companies,  advertising 
agencies  and  institutions  which  use 
these  media. 

Commercial  or 

Professional 

Cooking 

(NAIT   and  SAIT) 

2  yrs. 

Prepares  people  to  cook  nutritious  food 
on  a  large  scale.  Conservation,  clean- 
liness,  sanitation,   and  good  public 
relations  are  taught. 

Computer 
Technology 
(NAIT  and  SaIT) 

2  yrs. 

This  program  trains  students  to  handle 
business  computer  programmiing  and 
simple  systems  analysis. 

Commercial 
Signv/riting 
(NAIT  only) 

1  yr. 

A  course  designed  to  teacn  manual 
skills  in  sign  ma.cing.   Lettering,  lay- 
out and  color  are  empnasized.  The 
student  learns  to  apply  correct 
materials  and  appropriate  psychological 
effects  in  sign  art. 

Court  Reporting 
Technology 
(NAIT  only) 

2  yrs. 

A  court  reporter  takes  word-for-word 
reports  of  court  proceedings.  Therefore, 
he  must  learn  judicial  structure,  court 
procedures,   legal  terminology,  and 
machine  shorthand.   A  court  reporter's 
success    depends    on    his    or   her  ability 
to    take    machine    shorthand    quickly  so 
finger  dexterity  is  a  necessity. 

Dental  Assisting 
Program 

(NAIT  and  SAIT) 

1  vr . 

Such  training  prepares  one  as  a  cnair- 
side  assistant.   Not  only  does  the  den- 
tal assistant  care  for  instruments,  pre- 
pare filling  materials  and  process 
X-rays,   but  also  receives  patients  in 
the  front  office  and  maintains  patient 
recoras  and  accounts. 

Dental 
Laboratory 
Technology 
(NAIT  only) 

2  yrs . 

This  training  prepares  technicians  to 
construct  dental  appliances  such  as 
dentures,   crowns,   bridges,  orthodontics 
and  dental  ceramics.   IVorK  is  in  a 
laboratory 
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NAME  OF  COURSE 

LENGTH 

DESCRIPTION 

Dental  Mechanics 
Technology 
(NAIT  only) 

2  yrs. 

Like  the  Dental  Technician  trained  in 
Dental  Laboratory  Technology,  the 
Dental  Mechanic  learns  to  make  and  re- 
pair dentures.   However,  the  mechanic 
works  with  the  public  -  examining, 
taking  impressions  and  diagnosing  pa- 
tients before  the  dentures  are  con- 
structed. 

Diesel  Mechanics 
( SAIT ) 

1  yr . 

Diesel  Mechanics  at  SAIT  offers  pre- 
employment  training  for  persons  who 
wish  to  repair  and  maintain  heavy 
construction  machinery,   highway  trans- 
portation equipment,  agricultural 
machinery  and  petroleum  production  and 
processing  equipment. 

Dietary  Technology 
(NAIT 'and  SALT) 

2  yrs. 

Dietary  Technicians  assist  Dieticians  or 
Food  Service  Managers.   Such  technicians 
are  trained  in  nutrition,   menu  planning, 
food  service,   sanitation,   and  manage- 
ment and  record  Keeping  principles. 

Electronics 
Engineering 
Technology 
(NAIT  and  SAIT) 

2  yrs. 

Electronics  Engineers  are  employed  in 
fields  involving  the  research,  design, 
construction,   testing,  modification, 
installation  and  maintenance  of 
electronic  equipment. 

Earth  Resources 

Technology 

(  NA 1 1  ) 

2  yrs. 

Exploration  and  mining  of  new  resour- 
ces has  created  vast  opportunities  for 
Earth  Resources  graduates.  The  first 
year  is  common  for  all  students  but  in 
the  second  year  one  must  specialize  in 
Mineral  Resources  Technology,  Petroleum 
Resources  Technology,   and  Water 
Resources  Technology. 

Forest  Technology 
V  IN  A  i  1    on  iy  / 

2  yrs . 

The  first  year  is  taken  at  NAIT  and 
the  second  year  at  Hinton.   In  the 
second  year,   the  student  specializes  in 
either;   Forestry  (Management  of  forests 
for  commercial  timber  production  and 
protection  of  resources)  or  Wildlife  - 
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NAME  OF  COURSE 

LENGTH 

DESCRIPTION 

Fisheries  -  Recreation  (wildland  inan- 
agement).   Enrollment  in  the  second 
option  is  limited  because  employment 
opportunities  are  limited. 

Instrumentation 
Technology 
(WAIT  and  SALT) 

2  yrs . 

Students  in  this  program  are  given 
theoretical  and  practical  training  in 
the  operation  and  maintenance  of  the 
pneumatic,   electronic  and  electrical 
instruments  now  being  used  in  indus- 
try.  Since  many  industries  are  being 
automated,  control  systems  and  indus- 
trial computer  studies  are  also 
emphasized  in  the  program. 

Electrical 
Engineering 
Technology 
(^lAlT  and  SAIT) 

2  yrs . 

The  student  learns  to  plan,  layout, 
maintain,   and  construct  electical  sys- 
tems as  well  as  find  problems  in  ones 
already  set  up.   There  is  high  demand 
for  electrical  energy  and  tnis  v/ill  cre- 
ate the  need  for  SKilled  technologists 
in  this  field. 

Electronic 
Fecnnician 
(ivJAlT  only) 

1  yr. 

Tnis  course  can  De  applied  as  a  one- 
year  credit  towards  the  radio  and  tele- 
vision repair  apprenticeship,    it  is 
designed  to  train  personnel  in  the 
installation  and  repair  of  radio  and 
television  receivers,   two-way  radios, 
and  audio  and  intercom  services. 

Emergency 

iViedical  Technician 

Paramedic 

(NAIT  and  SAIT) 

2  yrs . 

This  program  fills  an  urgent  need  for 
qualified  people  who  can  save  lives 
and  prevent  or  alleviate  suffering  at 
the  scene  of  injury  or  illness  and 
during  transportation  of  patients  to  the 
hospital.  About  half  the  time  is  spent 
in  actual  practical  training  and  half 
in  book  learning.   There  is  a  strenuous 
physical  conditioning  program  contained 
within  this  course. 

Graphic  Arts 
Administration 
( Printing 
ivianagement ) 
(SAIT  only) 

2  yrs . 

This  course  provides  a  background  in 
printing  and  photography  with  oppor- 
tunities to  learn  camera  work,  paste- 
up,  stripping,   and  composition.  While 
it  teaches  tnese  mechanics,   its  emphasis 
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IMAMU    VJr    V— VJUIvoC 

L>  E<  IN  Vj  1  n 

DESCRIPTION 

is  on  sales  and  management.  Graduates 
are  employed  as  sales  representatives 
and  administrative  assistants. 

nctiL  3Ly  iiliy 

(Men's  and 
Ladies '  ) 
(NAIT) 

1  yr. 

An  increased  standard  of  living  has 
increased  the  public  use  of  hair- 
stylists. All  phases  of  styling  are 
studied:   cutting,   shampooing,   hair  and 
scalp  treatments,   permanent  waving, 
coloring,  wigs  and  facial  treatments. 

Restaurant 
Administration 
(SAIT  only) 

2  yrs. 

^tiiHpnt^    in    thic;    rtTrctmrRm    QtiiH\/  fnori 

and  beverage  service  and  preparation, 
front  office  procedures,  housekeeping, 
business  and  law.  Graduates  find 
employment  with  club,   resorts,  hotel 
and  restaurants. 

Health  Records 
fSATT  onlv) 

1  yr. 

This  is  a  very  difficult  program  of 

\.  L  CL  L  11                 WiltV_H     CiidL'J.CO      HIC      y  I.  CL  *>J.  H  Ct  L  C  L<J 

review  medical  record  content;  tran- 
scribe medical,   surgical  and  specialty 
entries;  compile  statistics     and  classify 
diseases  and  operations  for  use  in 
patient  care  studies. 

Health  Rprord 
Technology 
(NAIT  only) 

2  yrs. 

medical  records  up-to-date;   to  assign 
code  numbers  to  diseases,  operations 
and  treatments  according  to  an  esta- 
blished coding  system;   and  to  assist 
medical  staff  in  research. 

Hydrocarbon 
Engineering 
Technology 
(NAIT) 

2  yrs. 

This  training  is  related  to  production 
and  processing  of  oil  and  gas.  As  these 
are  depleted,   new  developments  in  tar 
sands,   heavy  oil,   and  hydrocarbons 
from  coal  will  take  their  place. 

Industrial  Heavy 
Equipment 
Technology 
(NAIT  only) 

2  yrs. 

This  course  will  credit  the  student  with 
two  years  towards  his  apprenticeship. 
Two  additional  years  of  work  in  the 
trade  will  qualify  him  with  Journeyman 
status . 
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NAME  OF  COURSE 

LENGTH 

DESCRIPTION 

Companies  invest  millions  of  dollars  in 
the  purchase  of  heavy  equipment  so 
there  is  a  good  future  for  well-trained 
technicians  who  can  repair  and  main- 
tain such  equipment. 

Journalism 
Arts 

(SAIT  only) 

2  yrs. 

The  program  gives  a  broad  training  in 
preparation  for  any  work  in  news  ser- 
vices.  It  not  only  concentrates  on  re- 
porting,  photographing,   and  editing, 
but  on  writing,   advertising,   sales,  and 
public  relations  as  well. 

Library  and 
Inforiuation 
Technology 
(SAIT  only) 

2  yrs . 

The  technician  is  trained  to  help 
professional  librarians  witn  some  of 
their  work:  load.   All  facets  of  library 
service  are  studied. 

WOTE:   Tnis  course  will  not  qualify  one 
as  a  professional  librarian,  fnat 
status  can  only  be  attained  by  taking 
a  university  degree  plus  two  years  in 
a  recognized  school  of  library  science. 

Materials 
Engineering 
Technology 
(WAIT  only) 

2  yrs . 

There  is  a  shortage  of  personnel  in 
Alberta  who  are  qualified  to  test 
materials  used  by  industry  and  govern- 
ment.  A  wide  variety  of  materials  are 
studied  including  the  following:  iron, 
steel,   aluminum,   bronze,  brass, 
ceramics,  glass,   wood,   paper,  concrete, 
asphalt,   soil,   plastics,   and  rubber. 
Challenging  positions  in  this  field  offer 
top  salaries. 

Medical 
Laboratory 
Technology 
(NAIT  and  SAIT) 

2  yrs . 

A  program  combining  hospital  exper- 
ience with  lectures  at    NAIT  or  SAIT. 
Such  tecnnologists  perform  laboratory 
procedures  to  aid  doctors  in  diagnosing 
and  treating  disease. 

 1 

( Combined ) 
Medical 

Laboratory  and 
X-Ray  Technician 

(iNfAlT) 



1  yr. 

This   program  trains  students  for  work 
in  rural  hospitals.   They  learn  to  do 
basic  radiography  as  well  as  some 
laboratory  procedures  and  electrocardi- 
ograms.  A  six  month  training  program 
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NAME  OF  COURSE 

LENGTH 

DESCRIPTION 

is  run  at  A.V.C.   Edmonton   (but  is  un- 
der the  administration  of  islAlT).  Prac- 
tice in  a  city  clinic  and  a  rural  hospi- 
tal is  a  requirement  of  tnis  program. 

Medical  X-Ray 
Technology 
(ivJAIT  onlv) 

2  yrs. 

A  program  combining  lectures  and 
practical  experience.   This  course 
prepares  one  for  a  career  in  diagnostic 
technology  -  that  is,   the  use  of  X-ray 
machines,   special  electronic  and  other 
equipment  to  produce  and  record  images 
during  anatomical  and  physiological 
examinations  of  patients. 

yiillworK  and 
(NAIT  only) 

1  vr 

This  program  covers  millwork,  cabinet, 
travel— trailer ,   and  prefaoricateo  home 
manufacture;   commercial  display  work, 
and  other  related  areas.   This  does  give 
a  basic  background  in  carpentry  but 
does  not  lead  directly   to  the  carpentry 
journeyman  status. 

iNluclear  medicine 
Technology 
(SAIT  only) 

2  yrs. 

This  program  trains  one  to  use  radio- 
active drugs  in  diagnosis  and  treatment 
of  injury  and  disease  and  also  in 
research  situations. 

P  etroleum 
Technology 
(SAIT  only) 

2  yrs. 

Petroleum  Technologists  assist  engineers 
and  geologists  in  field,   laboratory,  or 
office  work.   During  the  second  year, 
the  student  chooses  to  specialize  in 
Geology,   Production,   Drilling,  or 
Reservoir . 

Plastics 
Engineering 
Technology 
(NAIT) 

2  yrs. 

The  student  is  trained  for  jobs  in  the 
areas  of  resin  manufacture,  chemical 
analysis  and  testing,   plastics  research 
and  development,  technical  and  comm- 
ercial sales,   marketing,   machine  setting 
and  trouble  shooting,   product  design, 
tool   and  die  design  drafting,  inspection 
and  quality  control  and  production 
planning  and  management  skills. 
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name  of  course 

LENGTH 

DESCRLPTION 

iViedical 

Dicta-Typist 

(i^AlT) 

iViedical 

Transcription 

(SAIT) 

1  yr . 

fnese  courses  train  typists  to 
accurately  and  quickly  transcribe 
medical  reports. 

P  liotographic 
Technology 
(i\fAlT  only) 

2  yrs. 

A  very  popular  program  preparing  one 
for  a  professional  photography  career. 
Camera  and  darkroom  procedures, 
communications,  chemistry,   and  busi- 
ness procedures  are  a  sampling  of 
areas  studied. 

Recreation 
Facility 

Operations  and 
iviaintenance 
(SAIT  only) 

1  yr . 

Students  are  traified  to  operate  and 
maintain  complex  recreational  facilities. 
Training  includes:   swimming  pools,  ice 
making,   turf  making,  camp  and  water- 
front facilities,   and  general  recreation 
facility  operation  and  maintenance. 

Respiratory 
Technology 
IN  A  i  i    ana  o  a  l  l  i 

2  yrs. 

Respiratory  graduates  assist  in 
diagnosis  and  treatment  of  respiratory 
and.  associated  disorders.    The  student 
first  concentrates  on  medical  subjects, 
then  learns  to  operate,   maintain  and 
repair  mechanical  apparatus.  A  fifteen 
month  practical  training  period  is 
included  in  this  course. 

KebLdurant 

Service 

(SALT) 

6  wks . 

Prepares  tnose  who  wish  to  pursue 
careers  in  dining  room  service.  This 
program  teacnes  all  aspects  of  good 
food  service  with  emphasis  on 
efficiency,  good  health  practices, 
competency,   and  grooming. 

Retail  Meat 
Cutting 

(NAIT  and  SAIT) 

5  mon . 

(NAIT ) 

18  wks. 

(SAIT) 

A  course  providing  people  with  a 
knowledge  of  merchandising,  cutting, 
purchasing,   sausage  making,  and 
preservation  and  curing  of  meats. 
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NAME  OF  COURSE 

LENGTH 

DESCRIPTION 

Secretarial  Arts 
(NAIT  and  SAIT) 

2  yrs. 

or 
less 

The  Administrative  Secretarial  Arts 
program  at  NAIT  trains  students  to 
move  into  Administrative  or  Executive 

In  the  SAIT  program,   students  are 
given  the  opportunity  to  choose  between 
training  in  administrative  secretarial 
work  or  word  processing. 

Small  Engine 

Mechanics 

(SAIT) 

8  wks. 
(30  hrs. 
per  wk.) 

This  is  a  pre-employment  training  for 
men  or  women  who  wish  to  learn  repair 
of  small  engines  such  as  those  used  on 
b n ow mo u L ic b  ,    rnoLorcycicb  ,  lawnmowerb, 
and  garden  and  sidewalk  machines. 

Applicants  need  Grade  Nine  iviathematics 
and  Science  and  must  have  a  good 
knowledge  of  English. 

Surveying 
Tecnnology 
(NAIT  and  SAIT) 

2  yrs. 

This  program  includes  intensive  study 
in  matnematics,   photogrammetry , 
physics,   modern  instruments,  and 
surveying  theory.  Graduates  are 
engaged  in  mapping  new  areas, 
construction  of  new  highways  and 
development  of  natural  resources. 

l\l    OA  1  1  ,     Llltrtc    die     LWO    artrab  Oi 

specialization:  surveying,   where  basic 
theory  and  practical  skills  of  surveying 
are  taught,   and  photogrammetry ,  where 
the  emphasis  is  on  mapping  and  inter- 
preting aerial  photographs. 

Tailoring 
Technician 
(NAIT  only) 

1  yr . 

This  program  prepares  people  as 
fitters,   alterationists ,   pattern  design- 
ers,  sales  personnel,   industrial  tailors, 
dressmakers,   and  seamstresses. 

Telecommunications 
Engineering 
Technology 
(NAIT  and  SAIT) 

2  yrs . 

Gr 3 d  1] <^ tp<^    hr?vp   knnwlpHcTP   of  plpptTiPril 
and  electronic  theory,  telephone 
instruments  and  switching  equipment, 
digital  computer  techniques  and  radio 
and  microwave  systems  among  other 
things.   Visual  and  audio  means  of 
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communication  are  increasing  to  meet 
public  needs  so  there  is  a  good  future 
for  such  technologists  in  Western 
Canada . 

Travel 

Counselling 

(SAIT) 

2  yrs. 

This  program  trains  students  to  work 
for  travel  agencies  in  planning  travel 
arrangements  for  clients. 

Basic  Banking 
and  business 
(NAIT) 

1  yr . 

Trains  student  in  handling  cash, 
operating  machines,   and  in  general 
business  procedures.  Opportunities 
are  found  in  bands,  credit  unions,  and 
trust  companies. 
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Tnere  are  so  many  courses  offered  by  ixIAlT  and  SAIT  that  each  can  not 
be  described.   Read  through  the  list   below.   Perhaps  you  will  find  something  of 
interest  -  a  course  about  which  you  may  wish  to  learn  more?  \ve  have  listed 
all  of  tne  courses  which  were  not  described  previously. 


Avionics  Technology  (SAIT) 

Process  Piping  Drafting  (SAIT) 

Biological  Sciences  fNAITJ 

Indust  rial  Engineering  Technology  (SAIT) 

Broadcast  Electronic  Technology 
f  SAIT  J 

Mechanical  Engineering  Technology  (SAIT) 

Medical  Laboratory  Technology 
Cytotechnology  Program  fNAITJ 

Mechanical  Indust  rial  Engineering 
Technology  (NAIT) 

Civil  Engineering  Technology  (NAIT, 

SAIT) 

Professional  Restaurant  Service  (SAIT) 

Conmercial  Baking  (NAIT,  SAIT) 

Chemical  Engineering  Technol  ogy  (SAIT) 

Process  Operator  (SAIT) 

Plant  Operation  (SAIT) 

Pretecnnology  (NAIT 
Precareers  (SAIT) 

Power  Engineering  Technology  (NAIT,  SAIT) 

Indust rial  El ect roni cs  Technology 
(SAIT) 

Welding  Engineering  Technology  (SAIT) 

Elect ronics  Engineering  Technology 
(NAIT,  SAIT) 

Southern  Alberta  Institute  of  Technology 
1301  -  16  Avenue  N.W. 
Calgary,  Alberta 
T2M  OL/, 

Northern  Alberta  Institute  of  Technology 
11762  -  106  Street 
Edmonton,  Alberta 
T5G  2R1 

Engineering  Drafting  Technology  (SAIT) 

Engineering  Science  Technology  (SAIT) 

Engineering  Design  and  Drafting 
Technology  (NAIT) 
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Westerra  Institute  of  Technology 

V/esterra  Institute  of  Technology  is  located  in  Stony  Plain,  approximately 
30  kilometres  west  of  Edmonton.     Alberta's  newest  technical  institute  will 
emphasize  the  preparation  of  students  for  immediate  employment  in  specific 
occupational  fields.     Programs  will  generally  be  of  three  types: 


-  apprenticeship  programs; 

-  one  and  two-year  technology  programs;  and 

-  continuing  education  programs  to  upgrade  or  retrain  individuals 
already  in  the  work  force. 


In  providing  program.ming ,   Westerra  intends  to  offer  alternate,  non- 
traditional  methods  of  instruction.     Computer-managed  learning  allows 
instructors  the  time  for  more  individual  attention  to  the  student.     Outreach,  or 
part-time  students,   also  have  access  to  videos  and  slides  to  help  them  with 
their  home  studies. 

Some  1  200  students  a  year  train  in  such  trades  as  boilermaker,  printing 
and  graphic  arts,   steel  fabricator,   insulator,   electrician,   steamfitter-pipefitter , 
roofer,   and  floorcovering  mechanic.     As  well,   Westerra  is  the  only  institution 
in  the  province  to  offer  a  one-year  water  and  wastewater  technician  program. 
A  new  two-year  program  in  computer  engineering  technology  teaches  much  sought- 
after  computer  skills.     Continuing  education  courses  range  from  accounting  to 
small  engines,   computers  to  welding,   home  wiring  to  typing,   and  many  more. 


The  Registrar 

Westerra  Institute  of  Technology 
Box  5000 

^813  -  Ul  Avenue 
Stony  Plain,  Alberta 
TOE  2G0 

Telephone  963-1000 
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Exercise  1:     Classifying  Occupations 

Classify  the  following  occuDations  as  to  whether  they  are  PROFESSIONAL, 
SEMI-PROFESSIONAL,  SKILLED,   SEMI-SKILLED  or  UNSKILLED. 

nursing  orderly   

welder  

surgeon   

waitress/waiter 

biologist  

tra  pper  

police  officer   

bus  boy/bus  girl   

nurse   

computer  technician  ^  

hairstylist   

architectural  technologist 
telephone  operator 
mechanic 


minister 
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Exercise  2;     True  and  False 

(1)  For  a  very  general  university  education  you  would  enter 
the  Faculties  of  Arts  or  Science. 

(2)  The  Winter  Session  at  the  University  of  Alberta  runs 
from  September  to  June. 

(3)  A  complete  course  in  Veterinary  Medicine  is  offered 
at  the  University  of  Alberta. 

(4)  One  may  train  in  Architecture  at  the  University  of 
Alberta,  Edmonton. 

(5)  In  an  industrial  team,  the  skilled  worker  stands 
between  the  graduate  engineer  and  the  technician. 

(6)  There  is  an  enrollment  quota  in  the  University  of 
Alberta  programs  of  Pharmacy,   Dental  Hygiene, 
Medical  Laboratory  Science  and  Physical  and  - 
Occupational  Therapy. 

(7)  The  aim  of  a  technical  institute  is  to  provide 
training  that  will  enable  the  student  to  get  a  job 
in  a  particular  field. 

(8)  All  of  the  technological  courses  offered  at  Alberta's 
Institutes  of  Technology  require  a  high  school  diploma 
as  the  basic  prerequisite. 

(9)  The  purpose  of  the  university  is  to  provide  a  broad, 
general,  theoretical  background  rather  than  training 
one  for  a  particular  career. 

(10)  Upon  graduation  from  universities  and  technical 
institutes,  one  gets  a  degree. 

(11)  In  Alberta  there  is  an  opportunity  to  take  university 
courses  in  the  French  language  if  one  so  desires. 

(12)  The  Southern  Alberta  Institute  of  Technology  offers  both 
regular  classroom  instruction  and  correspondence  courses 
to  meet  the  demand  for  skilled  technicians. 


(13)    NAIT  and  SAIT  offer  exactly  the  same  courses. 
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(14)  There  will  be  a  need  for  more  technicians  and 
paraprofessionals  in  the  future. 

(15)  It  is  best  to  choose  short  term  goals  so  that  you  may 
rise  one  step  at  a  time  to  your  highest  potential. 


Exercise  3  ;    Emplo3nnent  and  Training 

Examine  the  following  career  opportunities.  What  kind  of  training  should 
the  applicant  have  in  order  to  handle  the  work?  (Would  it  be  at  a  university 
or  at  a  technical  institute  ?  What  is  the  name  of  the  course  ?  How  long  will 
it  take?)    Use  Number  One  below  as  your  model. 


)mW^  -  Tecltrticiar*  with 
krm'i^q^  of  coiicrete, 
soils*  m4  asphalt*  Apply 
at  Sr^rwiviatf  MatsH^ils  . 
Testing  Laboratory^ 
4130  -  99  Street. 


7 


(2) 


TEC«JllCiAI^ 


Requtred  for  work  Itt 
Destal  Cllfilc,  Should 
have  ^e«eratl  experience 
in  oral  fi^xamlnatfons, 
taking  impresslofis,  and 
(nal5;i»9  dentures,  Full- 
tlnse  position*  l«^oft  - 
Frl,  $5  \\mr%  v^eekly* 
Senerous  fringe 
benefits-  t^W 
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(3) 


A 

Public  Library 

hildren*s 

^ar^r- 

A, 

Chemical 

ENGINEER 

$18  -  $20  GOO 

I  PiEEO  YOU  for  a  clial- 

lenglsg.  position.  Work 

as  representative  of 

local  firm  «  assessing 

techr>ica1  problems  arid 

work In 9  out  solutions* 

Must  have  up-ta*date 

technical  and  scientific 

background.    Call  482- 

1139. 


TELBISIO^  TECHJJICIAS 
for  house  calls  and  shop 
work.    Edmonton  locationn 
Apply  in  person  to  fiCA 
Ltd.    16500  -  ICS  Avenue 


OFFICER 

Mature  person  needed  to 

work  In  a  professional 

atmosphere*    Must  Interview 

applicants  and  deal  with 

employee  files.  Call 

Kr.  Ellis,  OKAY  PERSONNEL. 

298-0860. 


END  OF  LESSON  8 
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Correspondence  Teacher 


ALBERTA  DISTANCE  LEARNING  CENTRE 


MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 
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OPPORTUNITIES  FOR  TRAINING  (UNIT  II) 


COLLEGES 


Colleges,  unlike  universities,  do  not  sell  education  for  its  own  sake  . 
They  are  selling  jobs.     Many  colleges  boast  an  employment  rate  of  90%  or 
greater.     This  is  partially  due  to  the  changing  image  of  the  college.  It 
used  to  have  the  reputation  of  offering  "Mickey  Mouse"  courses  but 
this  attitude  has  recently  been  proven  wrong.     Compared  to  a  university 
education,   the  training  is  quick,  cheap,   and  specific.     Colleges  do  not 
grant  degrees,  but  do  offer  certificates  and  diplomas.     The  greatest 
advantage  of  a  community  college  education,   however,   is  its  great  range 
of  courses. 


Colleges  offer  training  in  occupations  that  run  from  Plant  Manager 
to  Small  Engine  Mechanic,   Interior  Designer  to  Chef,  Travel  Consultant  to 
Farm  and  Ranch  Manager.     If  a  new  kind  of  occupation  seems  to  be 
opening,   then  colleges  are  quick  to  put  together  a  course  of  training  for 
it.     The  trium.ph  of  colleges  is  not  only  that  they  offer  very  popular 
courses  suited  to  qualify  people  for  specific  jobs  but  that  they  also  offer 
oddball  courses  to  suit  every  talent  or  interest. 


Most  courses  require  a  Grade  Twelve  Diploma  but  students  who  are 
eighteen  years  or  older  and  out  of  school  for  one  year  are  accepted. 
Tuition  fees  vary  but  are  usually  around  $550.00  per  year.     Classes  are 
small  so  that  the  instructor  can  concentrate  on  preparing  students  to  do 
a  good  job.     These  are  all  advantages  of  the  college  over  a  university 
which  requires  a  matriculation  diploma,  has  high  fees,  has  large  classes 
and  does  not  usually  prepare  one  with  any  specific  knowledge  related  to 
his  chosen  work. 


Alberta  has  an  abundance  of  colleges.     They  fall  into  three  groups: 
eleven  public  colleges  more  commonly  known  as  Community  Colleges,  six 
independent  colleges  affiliated  with  the  University  of  Alberta,  and  sixteen 
independent  colleges  not  affiliated  with  any  other  college  or  university  in 
Alberta. 
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Is  there  a  college 
program  which  suits 
your  interests 


ITY  (/  j:)  COLLEGES  I 


LETHBRIDGE  COMMUNITY  COLLEGE 
Secretarial  Science 
Agricultural  Mechanics 
Automotive  Technology 
Rehabilitation  Services 
Electronic  Technology 
Environmental  Science 
ivieat  Technician 
Chef  Training 
Retail/Industrial  Security 
Recreation  ivlanagement 
Early  Childhood  Education 


GRANT  MACE vv AN  COMi/iUNlTY 

COLLEGE 
Secretarial  Sciences 
Legal  Assistant 
Property  Management 
Microcomputer 

Management 
Applied  Research 
Youth  Development 
Music 

Library  Technician 

Travel  Consultant 

Design  Arts 

Social  Services  Worker 

Law  Enforcement 

Audio-Visual 

Education 
Public  Relations  and 

Advertising 
Teacher's  Aide 
Nursing 


RED  DEER  COLLEGE 
Art  and  Design 
medical 

Secretary 
Social  Service 
Law  Clerk 
Teacher's  Aide 
Rehabilitation 

Services 
Pharmacy 

Technician 


MOUNT  ROYAL  COLLEGE 
Broadcasting 
Journalism 
Youth  Services 
Aviation 

Leisure  Education 
Public  Relations 
Interior  Design 
Justice 

Administration 
Petroleum  Land 

r-ianagervienr 
Envircnniencal 

Quality 
Control 
Community  and 

Regional 
Planning 
Early  Childhood 

Education  and 
Development 


GRANDE  PRAIRIE 


MEDICINE  HAT  COLLEGE 
Computer 

Technology 
Visual 

Communications 
Travel  Consultant 
Industrial 

Technical 
Education 
Secretary 
Business 

Administration 
Music,  Dance,  Drama 
Drafting 


EGIONAL  COLLEGE 
Heavy  Duty 
Mechanics 
Auto  Mechanics 
Music 
Secretary 
Accounting 
V/elding 

Early  Childhood 
Development 

Construction 
Electrician 
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Public  (Community)  Colleges 

Alberta  has  eleven  public  colleges.     They  vary  in  size  and  in  programs 
offered.     All  have  general  education  and  career  training  programs  and  some 
provide  the  beginning  of  university  training. 

Grande  Prairie  Regional  College,   Lakeland  College  ( Lloydminister 
Campus),  Medicine  Hat  College,  Keyano  College,   Lethbridge  Community  College, 
Red  Deer  College  and  Mount  Royal  College  all  offer  university  transfer 
programs.     A  student  may  obtain  the  first  year  (and  in  some  cases  two  years) 
of  university  training  in  some  faculties  at  these  colleges.     Credits  obtained  in 
these  courses  are  recognized  by  Alberta's  universities.     In  some  cases,  a 
student  with  a  deficiency  in  one  of  the  high  school  subjects  may  be  able  to 
take  that  subject  plus  four  of  the  first  year  courses  of  the  program  at  a 
college.     Then  that  student  can  go  into  his  or  her  second  university  year  and 
make  up  the  course  missed  through  spring  or  summer  session  at  university. 

Most  courses  offered  at  the  colleges  are  job  skills  programs  of  one  or  two 
year's  length.     We  will  list  the  public  colleges  with  a  short  description  of  each 
and  examples  of  some  of  the  job-oriented  courses  offered  at  each  institution. 
The  courses  listed  are  in  no  way  the  complete  lists  offered  at  each  institution. 
They  are  only  samples  which  will  hopefully  give  you  an  idea  of  the  wide  field 
of  interests  that  public  colleges  cover. 

-  Mount  Royal  College 

Calgary's  Mount  Royal  College,  now  in  its  75th    year  of  operation, 
serves  a  community  of  27  000  on  a  yearly  basis.     The  Conservatory  of 
Music,  which  offers  instruction  on  all  orchestral  instruments,  accommodates 
about  3  000  students  in  an  average  year.     In  addition,   some  18  000 
people  participate  in  the  wide  selection  of  continuing  education  courses, 
seminars  and  programs  offered  by  the  College. 

Mount  Royal  College  offers  one-year  certificate  and  two-year  diploma 
programs  in  about  25  different  areas.     The  selection  of  programs  ranges 
from  community  and  regional  planning  and  environmental  quality  control, 
to  interior  design,  nursing  and  leisure  education. 

-  Lethbridge  Community  College 

Lethbridge  Community  College,  located  in  the  centre  of  southern 
Alberta's  farming  and  ranching  area,  first  opened  its  doors  in  1957.  It 
was  then  a  "junior  college,"  offering  first-year  university  courses  as  well 
as  technical  and  vocational  training.     The  College  grew  steadily  until 
1967,  when  the  newly-established  University  of  Lethbridge  absorbed  the 
smaller  university  section  of  the  College,  leaving  the  technical-vocational 
section  to  expand  and  develop  into  a  "community  college," 

At  present,  Lethbridge  Community  College  offers  a  broad  range  of 
technical,  vocational,   academic  upgrading  and  continuing  education 
courses.     New  in  1983  were  civil  engineering  technology  and  computer 
sciences.     Other  courses  offered  are  in  areas  such  as:  retail/industrial 


Occupations  10 


-  4  - 


Lesson  9 


security,  architectural  drafting,  business  administration,  secretarial 
science,  journalism,  radio  and  television  arts,  early  childhood  education, 
nursing,  law  enforcement,  recreation,  cooking,  and  several  mechanical 
trades  (welding,  automotives) . 


-  kedicine  Hat  College 

Medicine  Hat  College  was  established  in  1965  and  now  offers  a 
variety  of  exciting  career  programs  on  its  main  caiiipus  in  Medicine  Hat 
and  its  new  campus  at  Brooks.  The  college  has  an  impressive  array  of 
fine  arts  facilities  including  a  500-seat  theatre,  ceramics  laboratory, 
print-making  and  ballet  studios,  and  instrumental  and  voice  laboratories. 
A  new  Trades  and  Technology  Building  provides  lab  and  classroom  space 
for  carpentry,  motor  mechanics,  plumbing  and  welding  trades  and  a  new 
"mini-hospital"  nursing  arts  lab. 

Some  of  the  other  programs  offered  are  in  areas  such  as  secretarial 
arts,  business  administration,  early  childhood  education,  computer 
programming,  recreation  and  travel  consulting. 


-  Grande  Prairie  Regional  College 

Grande  Prairie  Regional  College,   nestled  in  northern  Alberta's 
Peace  region,   serves  Alberta  and  British  Columbia  as  well  as  the  Northwest 
Territories.   It  began  operating  from  its  present  campus  in  1974. 

Grande  Prairie  Regional  College  offers  one-year  certificate  or 
t\70-year  diploma  programs  in  administrative  studies,  nursing,  secretarial 
science,  early  childhood  development  and  fine  arts.   Fhe  industrial 
Training  Centre,   located  in  its  own  well-equipped  facility  in  Grande 
Prairie's  Industrial  Park,  provides  several  l6-week  technical  programs. 
Human  Development  programs  are  offered  in  areas  like  job  readiness,  life 
skills,  academic  upgrading  and  English  as  a  second  language.  The 
College  also  offers  a  work  readiness  program  to  mentally  handicapped 
adults  aimed  at  providing  them  with  vocational  training. 

The  performing  arts  division  provides  college  and  university-level 
private  study  in  theory,  and  applied  music  and  ensemble  performance. 
Live  theatre,  concerts,  classical  and  contemporary  entertainment  make  the 
500-seat  theatre  a  cultural  focal  point  of  the  Peace  country. 

-  Red  Deer  College 

Red  Deer  College  provides  educational  and  career  opportunities  in 
a  variety  of  areas.   Eleven  apprenticeship  programs  are  offered  at  the 
College.   Programs  unique  in  western  Canada  are  sprinkler  fitting,  water 
well  drilling  and  tile  setting. 

The  active  School  of  Music  has  a  diploma  program  and  also  provides 
conservatory  and  otner  musical  opportunities  to  the  community.  The 
Continuing  Education  Division  serves  the  city  and  the  surrounding  area 
with  general  interest,  health  and  human  development,  and  business  and 
industry  courses,  ilew  teleconference  courses  bring  education  to  less- 
populated  areas. 
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One  or  two  year  programs  of  training  are  available  in  areas  such 
as  pharmacy  technician,  legal  assistance,  rehabilitation  services,  social 
service  careers,  nursing,  journalism,  computer  programming  business 
administration,  teacher's  aide,  and  secretarial  science. 


-  Fairview  College 

Fairview  College  is  located  in  Alberta's  agriculturally-rich  Peace 
River  Region.   In  addition  to  agriculture  the  College  .offers  programs  in 
animal  health,  business  pre-employment  trades,  turfgrass  management, 
adult  upgrading  and  vocational  skills  training  for  the  mentally  handi- 
capped. Full  apprenticeship  training  in  several  trades  is  also  provided. 
Two  new  programs,   beekeeping  and  motorcycle  mechanics,  have  proven  to 

be  especially  popular.   In  the  past  few  years,   Fairview  college  has  greatly 
increased  its  role  as  a  regional  college  by  expanding  its  off-campus 
programs  and  services  throughout  the  Peace  River  and  Mackenzie  North 
areas.  Adult  upgrading  and  business  courses  are  taught  in  many 
communities. 


-  Grant  ivicEwan  College 

Shorter  programs,   lower  tuition  and  expenses,   work  experience  and 
part-time  classes  attract  people  of  all  ages  to  this  Edmonton  college. 
Over  12,000  people  take  26  diploma  and  14  certificate  programs,  or  day 
and  evenino  courses,  workshops  and  seminars. 

Business  programs  like  accounting,  microcomputer  management  and 
applied  research  are  offered  at  the  Jasper  Place  Campus,   10045-156  Street. 
Music,  dance  and  theatre  programs  are  given  by  the  performing  and 
design  arts  division. 

Communications,  teacher's  aide  and  library  technician  programs  are 
taught  at  the  Cromdale  Campus,  8020  -  118  Avenue. 

Nursing,  early  childhood  development,  rehabilitation  practitioner 
and  law  enforcement  are  some  of  the  programs  available  at  the  Mill  Woods 
campus,  7319  -  29  Avenue.   Health  sciences  and  community  services  are 

offered  there  as  well. 

Part-time  students  can  pick  from  courses,  workshops  and  seminars, 
from  day  programs,  or  from  special  interest  courses.  The  campuses  come 
back  to  life  at  night  to  supply  the  needs  of  these  students. 


-  Lakeland  College 

Lakeland  College  plays  a  unique  role  among  post-secondary  institu- 
tions.  It  is  the  only  college  which  offers  programs  in  both  Saskatchewan 
and  Alberta.  The  central  administrative  offices  are  located  in  Lloyd- 
minister,  on  the  Alberta-Saskatchewan  border,   and  the  main  residential 
campus  is  at  Vermilion,   190  kilometres  east  of  Edmonton. 

Lakeland  College  is  also  a  regional  institution,  with  campuses  at 
six  other  northeastern  Alberta  locations:   Wainwright,  Vegreville, 
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Sc.   Paul,   Bonny ville,   Fort  Kent  and  Grand  Centre.   Here,   a  wide  ranae  of 
part-time  evening  courses  can  be  applied  towards  certificates  or 
diplomas.  At  the  Vermillion  campus,   full-time  courses  in  business,  design 
and  environmental  science  technologies,  applied  arts,  trades  and  agricul- 
tural sciences  are  offered. 

A  unique  aspect  of  Lakeland  College  is  its  broad  range  of  special 
programs  and  services.  At  tne  Vermilion  campus  the  annual  Summer 
Program  attracts  over  500  people  of  all  ages  from  across  the  country. 
Special  sessions  for  hign  school  students  include  week-long  basketball 
and  volleyball  clinics,  with  accommodation  provided.  The  College  also 
offers  home  study  courses  for  credit  which  provide  training  in  the  pest- 
icide, retail  garden  centre,  and  ground  maintenance  industries. 

-  Keyano  College 

Keyano  College  in  Fort  McMurray  offers  a  variety  of  programs 
including  career  university  transfer,  pre-employment  and  apprenticeship 
trades,  heavy  equipment  operator  training,  and  academic  upgrading. 

The  College  has  two  satellite  campuses  -  in  Ponoka   and  Fort  Chipe- 
v/yan.  The  Ponoka  campus  is  the  base  for  a  roadbuilding  equipment 
operator  training  program,   now  in  its  fourth  year,   as  well  as  for  an 
asphalt  paving  program.  Academic  upgrading  to  t.ie  grade  10  level  is 
offered  at  Fort  Chipewyan.  An  860-acre  heavy  industrial  training  centre 
in  Fort  iviclviurray  offers  the  most  extensive  equipn.ent  operator  courses  in 
western  Canada. 

Keyano  College  is  constantly  planning  for  future  programming.  A 
nursing  diploma  program  is  new  and  a  new  nursing  instructional  centre 
was  recently  built  on  the  main  campus  in  Fort  i.-c....urray . 

The  beautiful  600-seat  Keyano  Theatre  is  also  an  integral  part  of 
the  College.   It  provides  the  nucleus  of  a  performing  arts  program  for  the 
community . 

-  Olds  College 

Originally  opened  in  1911  as  a  demonstration  farm  to  illustrate  the 
most  modern  agricultural  techniques.  Olds  College  continues  to  offer  in- 
novative,  "hands  on"  instruction  for  the  agrucultural  production  and 
service  industries.  One  and  two-year  programs  in  agricultural  mechanics, 
agricultural  production,  plant  sciences  and  animal  sciences,  along  with 
business-related  programs  in  fashion  merchandising,  surface  land  agent 
and  secretarial  arts  are  available.  Superior  students  may  take  part  of 
their  program  at  a  college  in  Ontario  or  the  karitimes  in  conjunction 
with  the  Agricultural  Colleges  Student  Exchange  Program. 

Short-term  certificates  include  meat  processing,  farrier  science  and 
a  program  for  dairy  farm  workers.  A  new  seed  and  grain  technology  pro- 
gram was  introduced  in  the  fall  of  1983.  Other  students  take  advantage 
of  short  courses,   evening  classes  and  correspondence  programs  offered  as 
a  community  service. 


Occupations  10 


-  6(a)  - 


Lesson  9 


-  Alberta  College  of  Art 

Located  beside  Calgary's  Jubilee  Auditorium  in  the  central  area  of 
the  city,  the  Alberta  College  of  Art  is  one  of  the  major  visual  arts 
schools  in  Canada. 


The  College  offers  four-year  programs  in  fine  arts,  crafts,  and 
visual  communications.     Alberta  College  of  Art  students  can  study 
textiles,  ceramics,  glass,  jewelry  and  metalsmithing ,  painting,  print- 
making,  sculpture,  drawing,  visual  communications,  and  photographic 
arts.     The  College  is  currently  negotiating  the  transferability  of  many 
of  its  programs  with  other  institutions  in  the  country. 


First-year  students  are  introduced  to  a  range  of  courses.  Students 
then  choose  a  specific  program  direction  in  the  introductory  or 
intermediate  levels.     Students  display  their  works  at  art  sales  held  each 
spring  and  fall.     The  annual  April  exhibition  of  graduates'  works 
attracts  community  and  student  attention.     Besides  students'  exhibitions, 
the  Alberta  College  of  Art  gallery  has  a  program  that  provides  viewers 
with  exhibitions  of  national  and  international  importance.     There  is  an 
extensive  on-campus  series  of  internationally  recognized  guest  artists  and 
lecturers. 


For  further  information  about  the  Alberta  College  of  Art,  see  Lesson 
10,  pages  1  and  2. 
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Affiliated  Independent  Colleges 

There  are  six  independent  colleges  in  Alberta  affiliated  with  the 
University  of  Alberta.  Students  at  these  colleges  can  begin  their  university 
studies  in  a  religious  atmosphere. 

Canadian  Union  College,  near  Lacombe;  Concordia  College  in  Edmonton; 
Camrose  Lutheran  College  and  The  King's  College  in  Edmonton  are  "liberal 
arts"  colleges  which  offer  the  first  two  years  of  a  University  of  Alberta 
degree  as  well  as  continuing  education  programs.  Canadian  Union  College, 
Lacombe;  Camrose  Lutheran;   and  Concordia  College,  Edmonton  also  offer  high 
school  academic  programs. 

St.  Stevens  College  and  St.  Joseph's  University  College  are  located  on  the 
University  of  Alberta  campus  and  offer  courses  to  students  at  the  University. 

-  Camrose  Lutheran  College 

Camrose  Lutheran  College,   founded  in  1910,  is  a  private, 
residential  liberal  arts  college.   It  is  academically  affiliated  with  the 
University  of  Alberta,  offering  the  first  two  years  of  university 
education.  Approximately  180  university  courses  are  offered  in  15 
different  programs  of  study. 

In  June,   1985,  Camrose  Lutheran  College  was  accredited  by  the 
Alberta  government  to  grant  bachelor  or  level  degrees  in  science  and 
arts  in  the  following  areas  of  specialization:  biological  science, 
computing  science,  English,  History,  mathematics,  music,  psychology, 
religious  studies  and  Scandanavian  studies. 

The  College  has  12  major  buildings  on  a  campus  in  the  City  of 
Camrose . 

-  Canadian  Union  College 

Canadian  Union  College,   founded  near  Lacombe  in  1907,  is  a 
private,  coeducational,  residential  college  of  liberal  arts,  science  and 
theology  owned  and  operated  by  the  Seventh-Day  Adventist  Church.  In 
affiliation  with  the  University  of  Alberta,  the  College  offers  university- 
transfer  programs  leading  to  Bachelor's  degrees  in  a  variety  of 
academic  disciplines  and  professions.   It    offers  a  four-year  Bachelor  of 
Arts  in  Theology  program.     Some  degree  programs  are  offered  by  extension. 

A  distinctive  feature  of  the  College  is  the  integrated  work-study 
concept  in  which  students  engage  in  work,  campus  services,  and  campus 
industries  to  help  defray  a  portion  of  their  tuition  and  living  expenses. 
In  connection  with  this  program,  the  College  operates  a  farm  and  dairy, 
a  modern  furniture  manufacturing  plant  and  a  well-equipped  color  press. 

Concordia  College 

Concordia  College,  founded  in  1921,  is  a  coeducational  liberal  arts 
college.   Its  original  purpose  was  preparatory  training  of  young  men  for 
the  preaching  and  teaching  ministries  of  the  Lutheran  Church.  Co- 
education, general  courses  of  study,   and  accredited  high  school  programs 
were  introduced  in  1939. 
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In  1967,  Concordia  began  offering  university  courses  at  the  first 
year  level,   and  in  1975,  the  university  approved  courses  at  the  second 
year  university  level.  Concordia  plans  to  offer  four  year  degree  programs 
in  the  near  future. 

Concordia  continues  to  offer  preliminary  training  for  church  profess- 
ions but  welcomes  all  students  who  wish  to  begin  their  university 
education  at  a  smaller  college  campus.  The  campus  is  located  on  the 
banks  of  the  North  Saskatchewan  River  in  Edmonton  and  students 
represent  various  religious  denominations  and  a  number  of  foreign 
countries . 


-  The  King's  College 

The  King's  College  is  a  non-denominational,  non-residential, 
Christian  liberal  arts  college  located  in  central  Edmonton.   It  received  the 
charter  from  the  Alberta  legislature  in  1979.   It  was  granted  a  two-year 
affiliation  with  the  University  of  Alberta  in  1983.  The  college  stresses 
academic  excellence  in  a  caring  environment. 


-  St.  Steven's  College 

St.  Steven's  College  was  founded  in  1903  and  is  located  on  the 
University  of  Alberta  campus.  St.  Stephen's  offers  courses  in  Biblical 
literature  for  University  of  Alberta's  students,  master's  and  doctoral 
programs  in  theology  and  a  certificate  in  theology  for  laymen.  Courses 
are  available  by  correspondence  and  by  extension. 

The  College  does  research  in  educational  methods,  theology  and  the 
input  of  spiritual  resources  into  the  formation  of  society's  values  and 
attitudes  and  into  human  development. 


-  St.  Joseph's  University  College 

St.  Joseph's  a  Catholic  undergraduate  college  which  was 
established  in  1927.   It  provides  courses  to  university  students  in 
Christian  theology,  philosphy  and  church  history. 


Non-Affiliated  Independent  Colleges 

There  are  sixteen  independent  colleges  that  are  not  affiliated  with  other 
colleges  or  universities  in  Alberta  but  which  offer  post-secondary  and  other 
educational  programs.  We  will  survey  a  few  of  these  colleges  and  will  give  you 
the  addresses  of  all  of  them  if  you  wish  to  make  further  private  inquiries  about 
their  programs. 
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The  non-affiliated  colleges  are  Alberta  College,   Edmonton;   Alberta  Bible 
College,  Calgary;   Foothills  Christian  College,  Calgary;  Canadian  Lutheran  Bible 
Institute,  Camrose;  Gardner  Bible  College,  Camrose;   Hillcrest  Christian  College, 
Medicine  Hat;  Key-Way-Tin  Bible  Institute,   Lac  La  Biche;  Maskwachees  Cultural 
College,  Hobbema;  Mountain  View  Bible  College,  Didsbury;   Newman  Theological 
College,   Edmonton;   North  American  Baptist  College  and  Divinity  School, 
Edmonton;  Northwest  Bible  College,   Edmonton;  Old  Sun  Community  College, 
Gleichen;  Peace  River  Bible  Institute,  Sexsmith;   Prairie  Bible  Institute,  Three 
Hills;   and  Temple  Bible  College,  Edmonton. 

-  Alberta  College 

Alberta  College,   established  in  downtown  Edmonton  in  1903,  offers 
a  full  range     of  programs  in  academic  upgrading,  business  education  and 
continuing  education  in  day  and  evening  classes.     It  features  a  four-day 
school  week  which  enables  its  students  to  hold  part-time  jobs  while 
continuing  their  studies. 

The  College's  Music  Centre  offers  private  instruction  in  all  orches- 
tral and  keyboard  instruments,  guitar  and  voice  to  approximately    1  500 
students.     It  also  offers  a  music  teacher  training  program. 

The  Hearing  Impaired  Education  Centre  of  the  College  offers  high 
school  upgrading,  business  education  and/or  life  skills  training  to  ap- 
proximately 25  deaf  and  hard-of-hearing  students  each  year.     This  Centre 
also   specializes  in  administering  other  government  services  for  the  deaf 
and  hard-of-hearing  including  a  free  interpreter  service. 

-  Maskwachees  and  Old  Sun  Colleges 

Maskwachees  Cultural  College  (Hobbema  Reserve)   and  Old  Sun  Comm- 
unity College  (Blackfoot  Indian  Reserve)  offer  adult  upgrading,  general 
interest  and  continuing  education  courses  to  their  communities.  Courses 
and  programs  are  offered  in  native  languages  or  in  English  and  vary 
according  to  the  needs  of  the  students. 

-  Key-Way-Tin  Bible  Institute 

The  Key-Way-Tin  Bible  Institute  in  Lac  La  Biche  is  the  departmental 
training  arm  of  the  Northern  Canada  Evangelical  Mission  geared  primarily 
to  the  training  of  Native  men  and  women  for  leadership  in  the  Native 
church.     Key-Way-Tin  offers  a  three  year  diploma  program.     These  three 
years  of  study  provide  students  with  a  well-rounded  knowledge  of  the 
Bible.     All  courses  are  taught  to  allow  personal  development,  and 
training  to  meet  the  needs  and  problems  of  people  in  today's  society. 

Other  independent  colleges  offer:   two  or  three-year  certificate  or 
diploma  programs  in  Bible  studies.  Christian  education,  theology  and 
church  music;   their  own  four  or  five-year  bachelor's  degrees  in  theology, 
religious  education  and  sacred  music;   or  master's  programs.  These 
religious  programs  may  be  of  particular  interest  to  those  who  wish 
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to  pursue  occupations  within  the  church  or  wisn  to  acquire  a  general 
eaucation  in  religious  studies  for  purposes  of  personal  development. 

Although  the  independent  colleges  are  not  affiliated  with  univer- 
sities or  colleges  in  Alberta,  some  are  affiliated  with  colleges  in  the 
United  States,  with  the  Canadian  or  American  Associations  of  Bible 
Colleges,  or  with  the  Association  of  Theological  Schools  in  the  United 
States  and  Canada.  Transferability  of  credit  to  another  post-secondary 
institution  in  Alberta  for  courses  which  have  been  taken  at  one  of  these 
independent  colleges  is  not  guaranteed,  iwost  universities  and  public 
colleges,   however,   are  prepared  to  evaluate  courses  for  each  individual 
requesting  accreditation.   Before  enrolling  in  one  of  the  independent 
colleges,  be  sure  to  check  on  course  transferability  if  you  plan  to 
transfer  to  a  post-secondary  institution  in  Alberta. 
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If  you  are  interested  in  any  of  the  courses  listed  or  wish  to  find  out 
what  other  programs  are  offered  by  a  particular  college,   write  for  a  calendar. 
Colleges  are  pleased  to  send  this  free  information  to  students.  Addresses 
follow: 


Alberta  Bible  College 

599  Northmount  Drive  NW 
Calgary,  Alberta 
T2K  3J6 


The  Registrar 
Canadian  Union 
College 

Box  A30 

College  Heights, 

Alberta 
TOC  OZO 


The  Registrar 
Grant  McEwan 

Community  College 

Jasper  Place  Campus 
100^5-156  Street 
Edmonton,  Alberta 
T5P  2P7 


The  Registrar 
Alberta  College 
lOOZ^l-101  Street 
Edmonton,  Alberta 
T5J  0S3 


The  Registrar 
Concordia  College 
7128  Ada  Boulevard 
Edmonton,  Alberta 
T5B  AE^ 


Hillcrest  Christian 
College 

2801-13  Avenue  SE 
Medicine  Hat,  Alberta 
TIA  3R1 


Foothills  Christian  College    The  Registrar  The  Registrar 

315-86  Avenue  S.E.  Fairview  College  Keyano  College 

Calgary,  Alberta  Box  3000  8115  Franklin  Avenue 

T2H  1Z2  Fairview,  Alberta  Fort  i.^cMurray ,  Alberta 

TOH  ILO  T9H  2H7 


The  Registrar 

Camrose  Lutheran  College 

Camrose,  Alberta 

T^V  2R3 


Gardner  Bible  College 

^70^-55  Street 
Camrose,  Alberta 
T4V  2B6 


Key-Way-Tin  Bible 

Institute 
Box  540 

Lac  La  Biche,  Alberta 
TOA  2C0 


Canadian  Lutheran 
Bible  Institute 

4837-52A  Street 
Camrose,  Alberta 
TZ^V  1W5 


The  Registrar 
Grande  Prairie 

Regional  College 
10726-106  Ave. 
Grande  Prairie,  Alta 
T8V  ^CA 


The  King's  College 
Director  of  Student 

Affairs 
10766-97  Street 
Edmonton,  Alberta 
T5H  2M1 


The  Registrar 
Lakeland  College 

Vermilion  Campus 
Vermilion,  Alberta 
TOB  4M0 


Mountain  View 

Bible  College 
Box  190 

Didsbury,  Alberta 
TOM  OWO 


Peace  River  Bible 
Institute 

Box  99 

Sexsmith,  Alberta 
TOH  3C0 
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The  Registrar 
Lethbridge  Community 

College 
Lethbridge,  Alberta 
TIK  1L6 


Newman  Theological 

College 
R.R.  8 

Edmonton,  Alberta 
T5L  4H8 


Prairie  Bible  Institute 

Three  Hills,  Alberta 
TOk  2A0 


Maskwachees  Cultural 
College 

Box  360 

Hobbema,  Alberta 
TOC  INO 


North  American 
Baptist  College 
and  Divinity  School 

11525-23  Avenue 
Edmonton,  Alberta 
T6J  4T3 


The  Registrar 

Red  Deer  College 

Box  5005 

Red  Deer,  Alberta 

T^N  5H5 


The  Registrar 
Medicine  Hat  College 

299  College  Drive 
i.iedicine  Hat,  Alberta 
TIA  3Y6 


Old  Sun  Community 
College 

Box  339 

Gleichen,  Alberta 
TOJ  INO 


The  Registrar 
St.  Joseph's  University 
College 

Lfniversity  of  Alberta 
Edmonton,  x\lberta 
T6G  2J5 


The  Registrar 
Mount  Royal  College 

^825  Richard  Road  SW 
Calgary,  Alberta 
T3E  6K6 


file  Registrar 
Olds  College 
Olds,  Alberta 
TOM  IPO 


fne  Registrar 

St.  Steven's  College 

University  of  Alberta 
Edmonton,  Alberta 
T6G  2J6 


Northwest  Bible  College 

11617  -  106  Avenue 
Edmonton,  Alberta 
T5H  OSl 


Temple  Bible  College 

3715  -  85  Street 
Edmonton,  Alberta 
T6K  3R9 
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NURSING  SCHOOLS 


Opportunities  in  the  nursing  field  are  many  and  diversified.  The  majority 
of  Canadian  nurses  work  in  hospitals.     They  specialize  in  areas  such  as 
intensive  care,  operating  room,  care  of  children  (pediatrics),  care  of  senior 
citizens  (geriatrics),  psychiatry,  obstetrics,   and  medical  surgery.  Other 
employment  can  be  found  in  private  homes,  with  government  agencies  and  with 
the  Canadian  Armed  Forces.     Work  is  also  available  in  doctors'  offices  and 
medical  clinics.     Types  of  duties  range  from  bedside  nursing  through  teaching, 
administration,  public  health,   and  research.      A  team  approach  to  nursing  is 
becoming  important  so  it  is  essential  that  a  nurse  can  cooperate  with  co-workers 
as  well  as  give  and  take  orders.     Few  careers  offer  such  constructive  oppor- 
tunities to  serve  society  usefully,   and  to  help  the  economic  social  welfare  of 
mankind. 

A  nurse  must  possess  certain  personality  traits  and  abilities.     A  prospec- 
tive nurse  must     be  alert,  tactful,  patient,  understanding,   and  dependable. 
This  person  must  be  able  to  exercise  good  judgement  in  a  crisis  and  must  have 
the  desire  to  serve  others.     As  well,  good  health  is  required.     (It  is  necessary 
to  pass  a  health  examination  before  commencing  a  nursing  program.) 

There     are  three  types  of  nursing  programs  available  in  Alberta.  Grad- 
uates of  all  three  programs  write  the  same  examinations  to  become  a  Registered 
Nurse,  but  academic  requirements  for  training  vary  with  each  program. 

The  programs  are: 

1.        Degree  Program 

This  is  a  complete  university  program  leading  to  the  Bachelor  of 
Science  in  Nursing  Degree  (qualified  as  an  R.N,  also)   and  is  offered  at 
the  Universities  of  Alberta  and  Calgary.     Such  courses  are  four  academic 
years  (September  -  May)  in  length.     Academic  courses  and  clinical 
practise  in  selected  health  agencies  are  integrated  throughout  the 
program.     The  aim  of  the  degree  program  is  to  prepare  young  men  and 
women  to  practise  nursing  in  community  health  agencies  and  to  assume 
leadership  positions  such  as  team  leader,  head  nurse,   assistant  nursing 
instructor,   and  public  health  nurse. 


The  approximate  costs  for  an  academic  year  for  university  programs  of 
training  are: 


Application  Fee 

$15-$25 

Tuition  and  Fees 

$800-$ 1  000 

Books  and  Supplies 

$Z^00-$500 

Uniforms 

$65-$90 

Student  Association 

Room  and  Board 

Varies 

Transportation 

Varies 

Optional  Medical  plan 

Fees 

$50-$60 
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Entrance  to  Degree  Programs  in  Alberta  is  as  Follows: 


University  of  Alberta 
3rd  Floor,  Clinical 
Sciences  Building 
Edmonton,  Alberta 
T6G  2G3 

An  average  of  65%  with  no  mark  less 
than  50%.     However,  the  average  of 
the  lowest  achieving  student  admitted 
to  the  program  is  normally  above  70%. 
Required  are  English  30,  Chemistry  30 
and  three  of  Biology  30  (recommended), 
Social  Studies  30,   Second  Language  30, 
Math  30  or  31  and  Commercial  Art  32, 
Performing  Arts  32,  or  Drama  30. 

Apply  by  May  15  for  the  following 

September. 

Limited  enrollment. 

Special  Adult  privileges  after  age  21. 

yrs . 

.University  of  Calgary 
2500  University  Drive 
North  West 
Calgary,  Alberta 
T2N  IN^ 

An  average  of  65%  with  no  mark  less 
than  50%.     English  30,  Chemistry  30, 
Biology  30  and  Mathematics  30  are 
required.     As  well,  the  applicant 
must  have  one  other  Grade  12  subject  - 
Social  Studies  30  recommended. 

Apply  by  May  1  for  the  following 
September.     Limited  enrollment. 

yrs . 

2.       Hospital  Programs 


There  are  four  hospital  schools  of  nursing  offering  programs  that 
take  two  to  three  years  to  complete.     Graduates  are  qualified  for  a 
Registered  Nursing  Diploma.     Nurses  trained  in  this  manner  usually 
obtain  general  staff  nurse  positions.     In  a  hospital  program,  students 
get  experience  right  in  the  nursing  units  of  the  hospital  in  which  they 
train. 


The  approximate  costs  of  training  by  way  of  a  hospital  program 
(per  year)  are: 


Application  Fee    $5-$10 

Books    $150-$400 

Student  Association  . .  $l6-$70 
Room  ...  Provided  in  some  programs; 
costs  the  student's  responsibility. 
Graduation    $100- $300 


Tuition    $300-$500 

Uniforms,  Shoes, 

Scissors  etc.  $150-$325 
Transportation  Varies 
live  out  at  others-with  all  living 
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Entrance  Requirements  to  Hospital  Programs  are  listed  below. 


Foothills  Hospital 
Calgary 

U^l   -  29  Street  NW 
Calgary,  Alberta 
T2N  A]S 

An  average  of  60%  with  no  mark  less 
than  50%.  English  30,   Biology  30  and 
Chemistry  30  or  30x  are  required,  plus 
two  of  Economics  30,  Social  Studies  30, 
Physics  30,  kath  30  or  31,  or  Second 
Language  30.  Special  Adult  privileges 
after  age  23- 

Apply  by  June  15  for  the  following 
September. 

3  yrs. 

University  of  Alberta 
Edmonton 

Nurses'  Residence 
Room  20A0 
Edmonton,  Alberta 
T6G  2B7 

An  average  of  60%  with  no  mark  less 
than  50%.   English  30,   Biology  30  and 
at  least  one  of  Chemistry  30,  iviath  30 
or  31,.  or  Physics  30  are  required.  The 
remaining  for  a  total  of  five  subjects 
from:   Math  33,  Social  Studies  30, 
Second  Language  30  and  one  Fine  Arts 
subject  at  the  30  level.  Adult 
privileges  for  students  over  age  21. 

Apply  early;   enrollment  is  limited. 

2  1/3  yrs. 

Misericordia  Hospital 
Edmonton 

169^0  -  87  Avenue 
Edmonton,  Alberta 
T5R  4H5 

An  average  of  60%  with  no  mark  less 
than  50%.   English  30,   Biology  30, 
Cheuiistry  30  or  30x  and  two  of  Math 
30,  31  or  33,  Social  Studies  30,  Second 
Language  30,  Physics  30,  or  one  Fine 
Arts  subject  at  the  30  or  31  level  are 
required.  Special  adult  privileges 
after  age  21. 

Apply  by  May  31  for  the  following 
September. 

3  yrs. 

Royal  Alexandra 
Hospital 
Edmonton 
10415  -  111  Avenue 
Edmonton,  Alberta 
T5G0B8 

An  average  of  60%  with  no  mark  less 
than  50%.   Required  are:   English  30, 
Biology  30,  Chemistry  30  or  30x,  and 
two  of  Social  Studies  30,   Math  30  or 
33,   Math  31,   French  30  or  31,  Latin 
30,  German  30,   Ukrainian  30  or 
Physics  30.  Adult  privileges  after  age 
21. 

Apply  early;   enrollment  is  limited. 

2  yrs. 

and 
4  mths. 
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3.       College  Programs 

The  two  year  college  programs  combine  the  academic  offerings  of  an 

educational  institution  with  nursing  experience  available  in  local 

hospitals.   This  provides  preparation  towards  a  nursing  diploma  and 
Registered  Nurse  status  and  prepares  one  for  employment  as  a  general 
staff  nurse. 

The  approximate  yearly  cost  of  college  training  is: 

Application  Fee   ...  $5  -  $20  Tuition   ...  $175  -  $550 

Books  and  Supplies           ^200  -  $^00  Uniforms  etc.    ...  $65  -  $135 
(per  semester) 

Student  Association   . . .  $15  -  $80  Room  and  Board   .  . .  Varies 

Transportation  . . .  Varies  Affiliation  Fee  . . .  $27  -  $80 
Graduation  ...  $125  -  $175 


To  enter  a  College  Nursing  program,  you  need  the  following: 


Grant  IviacEwan 
Community  College 

iViillwoods  Campus 
7319  -  29  Avenue 
Edmonton,  Alberta 
T6K  2P1 

An  average  of  60%  in  five  30  level 
courses.   Required  are:   EngliSxi  30, 
Biology  30,   and  one  other  "30"  level 
science  plus  two  other  30  level  courses . 
Subject  marks  of  at  least  50%:  Adult 
privileges  at  age  25. 
Apply  by  May  30. 

Applications  accepted  until  class  is 
full. 

2  yrs. 

Lethbridge  Community 

An  average  of  60%  with  no  mark  less 

2  yrs. 

College 

than  50%.   Required:   English  30, 

Biology  30  and  Chemistry  30  and  two  of 

2210  -  30  Avenue 

Social  Studies  30,  Iviath  30  or  31, 

South 

Economics  30,  Second  Language  30  or 

Lethbridge,  Alberta 

Physics  30.  Adult  privileges  at  age 

TIK  1L6 

25. 

Apply  after  Feb.   15  through  June  for 

September. 
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To  enter  a  College  Nursing  program,  you  need  the  following: 


Mount  Royal  College 

Lincoln  Park  campus 
^S25  Richard  Road  SW 
Calgary,  Alberta 
T3E  6K6 

An  average  of  60%  with  no  mark  less 
than  50%.   Required  are  English  30, 
Biology  30,  plus  two  of:  Chemistry  30, 
Second  Language  30,  Mathematics  30  or 
31,   Physics  30,  Social  Studies  30  or 
Economics  30.   Adult  privileges  at  age  25 

88  wks. 

Medicine  Hat  College 

299  College  Drive 
Medicine  Hat,  Alberta 
TIA  3Y6 

Subject  marks  of  at  least  50%.  Over- 
all average  of  60%  required  in: 
English  30,   Biology  30,  Chemistry  30, 
Math  30  or  33  or  Physics  30  and  one 
other  "30"  level  matriculation  subject. 
Adult  privileges  at  age  25.  Apply  nine 
to  ten  months  in  advance  for  September. 

2  1/2 
years 

Red  Deer  College 
Box  5005 

Red  Deer,  Alberta 
T^W  5M5 

An  average  of  60%  with  no  mark  less 
tnan  50%.  iviust  nave  Englisn  30, 
Cheiuistry  30,   and  Biology  30  plus  two 
other  matriculation  courses  or  one 
matriculation  course  and  one  Grade  12 
5  credit  course. 

Apply  by  March  30  for  September. 

2  yrs. 

Grande  Prairie 
Regional  College 

lUzUl  -  99  btreet 
Grande  Prairie,  Alta. 
T8V  2H3 

Average  of  at  least  60%.  Subject  marks 
of  at  least  60%.   Required  are:  English 
30,   Biology  30,  Chemistry  30.  Other 
courses:   any  two  of  Physics  30,  Math 
30,31,  or  33,  Social  Studies  30,  Foreign 
Language  30,  Art  30  or  31,  Music  30, 
32  or  Drama  30.  Subject  marks  of  at 
least  50%  in  other  courses.  Adult 
privileges  over  age  25. 

Apply  10-11  months  in  advance  for 
September. 

2  yrs . 

Keyano  College 

8115  Franklin  Avenue 
Fort  McMurray,  Alta. 
T9H  2H7 

Subject  marks  of  at  least  50%.  Average 
of  60%  in  five  matriculation  subjects. 
Required  are:   Biology  30,   English  30; 
two  of:   Math  30  or  31,   Chemistry  30 
or  Physics  30;  and  one  of:  Social 

2  yrs. 
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Studies  30,  French  30,  German  30, 
Ukrainian  30  or  Latin  30. 

Apply  no  later  than  May  15  for 
September. 


At  the  completion  of  all  ivlursing  programs,   students  must  pay  a  fee 
of  $150  to  write  the  Canadian  Nurses  Association  Testing  Service  Exam- 
inations and  a  $115  fee  to  become  registered  with  the  Alberta  Association 
of  registered  Nurses. 

Financial  assistance  is  available  to  students  through  the  Alberta 
Students'   Finance  board  (See  Lesson  10).  Also,   students  enrolled  in  a 
school  of  nursing  often  work  for  pay  and  experience  when  they  have  time 
off  or  during  vacation  periods  during  the  school  year. 

Related  Programs 

(a)  Registered  Nursing  Assistant  Program 

The  field  of  the  Nursing  Assistant  is  expandinq  because  the  public 
is  starting  to  understand  the  valuable  functions  they  perform  in 
hospitals,  nursing  homes,  private  homes,  occupational  health  units,  and 
public  health  agencies.  An  assistant  is  trained  to  do  practical  nursing 
only,   so  advancements  are  limited.   However,  with  experience  and  in- 
service  education,  such  aides  can  work  in  the  operating  room  or  in 
physiotherapy,  respiratory,  emergency,  or  radiology  departments. 

The  program,   in  which  students  are  taught  to  give  bedside  care  to 
patients  under  the  direction  of  a  doctor  or  nurse,  is  ten  months  long. 

To  enter  this  program  at  the  Alberta  Vocational  Centres  (Edmonton, 
Grouard  and  Calgary),  a  student  must  be  at  least  eignteen  years  old  and 
be  in  good  mental  and  physical  health.  An  Alberta  Grade  Ten  is 
required.  Applicants  considering  sucn  an  occupation  snould  possess 
characteristics  of  co-operation,  initiative,   responsibility,   and  awareness 
and  acceptance  of  direction  by  professional  nursing  and  medical  staff. 

Financial  support  for  cost  of  living  allowance  and/or  tuition  fees 
is  available  to  some  applicants.  Application  forms  should  be  submitted 
six  to  twelve  months  before  the  date  the  course  begins. 

(b)  Psychiatric  Nursing 

A  two  year  Psychiatric  Nursing  Program  is  offered  at  the  Alberta 
Hospital,   Edmonton,   and  the  Alberta  Hospital,   Ponoka.  A  nurse  with  such 
training  cares  for  individuals  who  are  mentally  and  emotionally  disturbed 
in  settings  such  as  public  health  centres,  private  homes,  mental  hos- 
pitals,  and  psychiatric  units  of  general  hospitals.  Under  the  guidance  of 
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a  psychiatrist,  this  nurse  must  care  for  emotional  needs  of  patients.  He 
or  she  must  apply  psychiatric,  psychological  and  sociological  principles 
to  all  work  with  patients  and  must  treat  them  with  understanding, 
kindness  and  friendship. 

Please  Note:     Psychiatric  Nurses  are  not  Registered  Nurses.  They 
are  not  eligible  to  become  R.N.'s  unless  they  take  an  additional  one  year 
program. 

Entry  into  the  program  of  psychiatric  nursing  requires  a  high 
school  diploma  with  at  least  50%  in  English  30  (or  33  at  Ponoka  Hospital) 
and  two  other  approved  subjects.     Contact  Alberta  Hospitals  for  mature 
admission  requirements. 


Careers  in  the  Canadian  Forces 

There  are  many  opportunities  for  those  persons  who  wish  to  enter 
the  Canadian  Forces.     It  may  surprise  you  to  know  that  the  Forces  are 
Canada's  sixth  largest  employer  of  manpower  and  that  they  employ  over 
80  000  people.     (In  1968,  the  Royal  Canadian  Navy,  the  Canadian  Army, 
and  the  Royal  Canadian  Air  Force  were  integrated  into  the  Canadian 
Armed  Forces.) 

You  can  enter  the  Forces  with  as  little  as  Grade  Eight  education 
but  many  careers  require  a  higher  education  for  entry.     Selection  of  a 
career  field  is  carried  out  through  testing  of  aptitudes  and  interests  and 
is  based  on  the  needs  of  the  military.     Those  with  high  school  matricula- 
tion standing  can  enter  the  Regular  Officer  Training  Plan  which  also 
accepts  those  who  have  already  started  their  university  education.  High 
professional  ability  is  required  of  present  day  military  officers  so  the 
Forces  do  demand  the  best  in  education  and  training.     In  fact,  they 
recommend  that  students  finish  school.     They  prefer  recruits  with  skills 
or  with  education  taken  at  colleges,  technical  institutes,  or  universities. 
However,  if  you  do  not  have  any  training,  you  can  take  training  through 
the  Forces.     Your  training  may  not  always  be  applicable  to  civilian  life. 
The  Armed  Forces  are  training  you  for  their  specific  needs  and  there  may 
be  no  equivalent  careers  in  the  ordinary  work  world. 

General  entrance  requirements  are  that  the  person  be  a  Canadian 
Citizen  and  be  able  to  meet  mental  and  physical  standards  set  by  the 
Forces.     Each  type  of  training  has  additional  requirements  which  are 
discussed  in  detail  under  each  section.     Acceptance  is  based  on  the 
above  requirements,  on  the  specific  person's  capabilities,  and  on  the 
needs  of  the  forces.     Every  applicant  is  not  necessarily  accepted. 

Pay  in  the  Forces  is  excellent  considering  all  the  facilities  and 
benefits  that  are  available  to  a  soldier.     Deductions  from  pay  include 
income  tax,  pension,  unemployment  insurance,  life  insurance  and  a  small 
amount  for  room  and  board  if  one  lives  on  base.     Good  pay,  clothing 
allowances,  travel,   moving  expenses,   paid  vacation  time,   and  education 
are  offered  in  return  for  service.     And,   a  person  is  entitled  to  full 
pension  after  only  20  years  service. 
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Because  the  military  subsidizes  education  or  training,   it  is  not  unreason- 
able that  they  require  the  person  taking  advantage  of  such  opportunities  to 
stay  in  the  Forces  for  a  specific  amount  of  time.     Each  plan  entered  requires 
a  different  obligatory  service  time.     Once  signed  in,  one  can  expect  to  put  in 
three  to  five  years  of  service  before  being  discharged. 


It  is  important  to  emphasize  again  that  although  the  Forces  take  those 
with  minimum  education  standards,   they  prefer  recruits  to  complete  their  high 
school  since  education  is  believed  to  be  the  basis  for  a  rewarding,  continuing 
career. 


The  Regular  Officer  Training  Plan  (ROTP) 

The  Department  of  National  Defence,  through  the  Regular  Officer  Training 
Plan,  sponsors  a  programme  of  university  education  and  leadership  training  for 
a  number  of  selected  young  Canadians  who  have  the  potential  to  become  officers 
in  the  Canadian  Forces. 


Candidates  with  a  matriculation  diploma  are  eligible  to  apply  for 
enrollment  as  officer  cadets  at  one  of  Canada's  three  Military  Colleges:  the 
Royal  Military  College  of  Canada  at  Kingston,  Ontario;   Royal  Roads  near 
Victoria,   B.C.   and  Le  College  Militarie  de  Saint-Jean  near  Saint-Jean,  Quebec. 


Academic  courses  leading  to  Engineering,  Science,  Arts  or  Business 
Administration  degrees  are  supplemented  by  military  studies  and  training, 
including  summer  training  at  home  and  abroad.     Your  academic  fees  are  paid; 
you  receive  books,  uniforms,  pay,  annual  leave  and  other  benefits. 


Upon  graduation,  you  are  awarded  the  Queen's  Commission  and  begin  your 
career  as  an  officer  in  the  Canadian  Forces. 


Each  year,  the  Military  Colleges  cannot  handle  all  the  candidates  who 
may  be  accepted  into  the  ROTP.     A  certain  number  of  candidates  are  selected 
to  attend  non-military  Canadian  universities  under  the  terms  of  the  ROTP, 
Military  training  is  the  same  for  these  cadets  as  for  those  attending  Military 
Colleges.     Also,  cadets  participate  in  the  Basic  Officer  Training  Course 
at  Chilliwack,  B.C.  prior  to  the  commencement  of  the  academic   year  to 
familiarize  themselves  with  military  customs  and  life.     If  you  attend  a  civilian 
university  under  the  ROTP,  you  will  be  paid  the  same  and  receive  the  same 
subsidies  as  a  Military  College  cadet  but  you  must  pay  for  your  own  food  and 
lodging.     While  attending  classes  at  a  civilian  university,  you  are  not 
required  to  wear  your  uniform.     However,  you  will  be  required  to  wear  the 
appropriate  uniform  for  military  duties  such  as  training  exercises,   parades  or 
social  functions  of  a  military  nature. 
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The  Officer  Candidate  Training  Plan  (OCTP) 

This  plan  is  designed  to  provide  officer  and  military  training  for  high 
school  graduates  in  selected  fields. 

For  enrollment  in  the  OCTP,  you     must  have  a  minimum  of  grade  eleven 
matriculation  or  equivalent.     Your  chances  of  selection  in  the  OCTP  are 
increased  the  higher  your  level  of  education. 

You  can  apply  to  any  Canadian  Forces  Recruiting  Centre.     If  you  are 
interested  in  Aircrew,  you  will  undergo  a  series  of  tests  at  an  Aircrew 
Selection  Centre  to  determine  your  suitability  for  flying  duties. 

Acceptance  for  a  particular  field  is  dependent  upon  qualifications  and 
existing  vacancies. 

Your  basic  training  of  approximately  three  months  teaches  you  the 
academic,  physical  and  military  skills  essential  for  an  officer  in  the  Canadian 
Forces. 

Formal  instruction  during  this  phase  of  your  training  includes  physical 
education,  mathematics,  physics,  military  drill,  general  service  knowledge, 
military  writing,  effective  speaking,  military  history,  world  affairs,  first  aid, 
care  of  small  arms  and  leadership  training. 

After  your  basic  training  has  been  completed,  you  will  move  into  the 
second  phase  of  approximately  L,L,  weeks  of  intensive  practical  training  in  your 
career  field.     Upon  successful  completion  of  this  training,  you  are  granted  a 
Queen's  Commission  and  promoted  to  2nd  Lieutenant. 


Trades  Training 

The  Armed  Forces  require  well-trained  personnel  in  a  number  of  trades 
areas.     Persons  interested  in  joining  the  Armed  Forces  and  learning  a  trade 
are  given  aptitude  tests  and  interviewed  by  a  Canadian  Forces  trade  selection 
specialist  who  explains  which  trades  have  present  vacancies  for  training,  and 
how  the  student's  measured  aptitudes  and  his  or  her  abilities  may  suit  these 
trades.     Emphasis  in  trade  choice  is  placed  on  the  Armed  Forces'   needs,  but 
individual  preferences  are  considered  if  possible.     After  enlistment,  all 
recruits  begin  to  earn  a  wage  as  they  train.     Recruits  proceed  to  basic 
training  at  Cornwallis,  Nova  Scotia  (if  English  speaking)  or  Saint-Jean,  Quebec 
(if  French  speaking).     This  training  is  designed  to  introduce  recruits  to 
military  life  and  its  customs.     Emphasis  is  on  drill,  physical  fitness  and 
classroom  instruction  about  the  Canadian  Forces. 

After  basic  training,  recruits  learn  the  trade  in  which  they  will 
specialize.     As  they  progress  through  the  various  levels  of  skill  and  knowledge 
of  their  trade,   responsibilities  increase.     In  time,   recruits  can  assume 
administrative  duties  pertaining  to  their  trade,   as  well  as  supervising  and 
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instructing  junior  tradesmen  and  women.  A  recruit  can  progress  to  Corporal 
rank  by  reaching  specified  levels  of  training  after  a  minimum  period  of  four 
years  of  service. 

The  Canadian  Forces  also  provide  accelerated  promotions  to  recognize 
outstanding  performance  and  demonstrated  high  potential  for  leadership  and 
supervisory  duties.  For  promotion  to  higher,  non-commissioned  ranks,  recruits 
compete  for  established  positions  with  tradesmen  and  women  in  their  trade... as 
a  person  would  in  a  civilian  job.  Outstanding  servicemen  and  women  who 
become  suitably  qualified  can  also  achieve  officer  rank.   It  all  depends  on 
how  far  one  wishes  to  and  can  go. 

Training  is  available  in  the  following  trades: 


Branch 

Trades 

Branch 

Trades 

A  H  m  1  n  i  <?tr3  nn 

^UlllilllDLl  CH.ISJXI 

AHministrativp  C^lprlc 

Armour 

Crpwman 

Postal  Plprk 

Artillery 

Artilleryman 

Air  wpcraiions 

riero  iingiiic  leciiiiician 

Air  Defence  Technician 

Air  iraiiic  v-zoniroi 

Assistant 

Air  1  raiiic  ^oniroiier 

f^ommnnipafionc  anH 

Communications  Systems 

Electronics 

Lineman 

i  ecnnician 

Kadar  1  ecnnician 

Instrument  Electrical 

Radio  Operator 

Technician 

Radio  Technician 

Integral  Systems 

Teletype  and  Cipher 

Technician 

Technician 

Machinist 

Teletype  Operator 

Metals  Technician 

Terminal  Equipment 

Meteorological  Technician 

Technician 

Photographic  Technician 

Radar  Systems  Technician 

Specialized  Trades 

Refinisher  Technician 

Communications  Operator 

Safety  Systems  Technician 

Communications 

Weapons  Technician  (Air) 

Technician 

Specialized  Trades 

Airborne  Electronic 

Sensor  Operator 

Musician 

Aviation  Technician 

Avionics  Technician 

Flight  Engineer 

Search  and  Rescue 

Technician 

Occupations  10 
Branch 


Trades 


23  - 
Branch 


Lesson  9 


Trades 


Dental 


Infantry 
Intelligence 


Land  Ordnance 
Engineering 


Logistics 


Medical 


Dental  Clinical  Assistant 
Specialized  Trades 
Dental  Equipment 

Technician 
Dental  Hygienist 
Dental  Laboratory 

Technician 

Infantryman 

Specialized  Trade 
IntelUgence  Operator 

Electro-Mechanical 

Technician 
Vehicle  Technician 
Weapons  Technician 

(Land) 
Specialized  Trades 
Fire  Control  Systems 

Technician  (Land) 
Fire  Control  Technician 

(Electronic) 
Fire  Control  Technician 

(Optronic) 

Ammunition  Technician 
Cook 

Finance  Clerk 
Mobile  Support 

Equipment  Operator 
Steward 

Supply  Technician 
Traffic  Technician 

Medical  Assistant 
Specialized  Trades 
Aeromedical  Technician 
Laboratory  Technician 
Operating  Room 

Assistant 
Preventive  Medicine 

Technician 
X-ray  Technician 


If  you  would  like  more  information  about 
career  opportunities  in  the  Armed  Forces, 
write  to: 

Canadian  Forces  Recruiting  Center 
10414  -  103  Avenue 
Edmonton,  Alberta 
T5J  OJl 


Military  Engineering 


Naval  Operations 


Physical  Education 
and  Recreation 


Field  Engineer 
Fire  Fighter 

Trades  with  limited  direct  entry 
Construction  Engineering 

Technician 
Electrical  Generating 

Systems  Technician 
Electrician 
Plumber  Gas  Fitter 
Refrigeration  and 

Mechanical  Technician 
Stationary  Engineer 
Structures  Technician 
Water,  Sanitation  and 

POL  Technician 
Specialized  Trades 
Construction  Engineering 

Procedures  Technician 
Construction  and 

Maintenance  Technician 
Map  Production 

Technician 
Mechanical  Systems 

Technician 
Topographical  Surveyor 

Boatswain 
Electronic  Warfare 

Operator 
Firecontrolman 
Hull  Technician 
Marine  Electrician 
Marine  Engineering 

Mechanic 
Naval  Signalman 
Naval  Weapons  Technician 
Oceanographic  Operator 
Radar  Plotter  (Sea) 
Radioman  (Sea) 
Sonarman  (Sea) 
Specialized  Trades 
Clearance  Diver 
Advanced  Naval  Technical 

Trades 
Clearance  Diver 

Technician 
Communications  Technician 

(Sea) 

Electrical  Technician 
Electronic  Warfare 

Technician 
Firecontrol  Technician 
Marine  Engineering 

Technician 
Radar  Technician  (Sea) 
Sonar  Technician 

Physical  Education  and 
Recreation  Instructor 


Security 


Military  Policeman 
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Program 

Subsidized 

Officer  Training 

Subsidized  Trades 

University  (R.O.T.P.) 

(O.C.T.P.) 

Training 

ungiiiccring         iviaLn  ou 

Or   YT-     Math  90 

IVAinimiiTTi          lir  \/TTT 

or  ocience          Matn  oi 

Cing 

Gr.  X  -  recommended 

Degrees             Eng  30 

Higher   education  means 

OOC  oU 

greater  number  of  career 

rnysics  ou 

v^nem  zu   i  one 

opportunities 

AV^MUCiVllV^ 

REQUIREMENTS 

Art                    Eng  30 

Gr.  XII  is  preferred 

Degrees             Math  30 

Physics  30 

or  Chem  30 

WHEN  TO 

Before  Feb.  1  in  Gr.  XII  and  up 

Any  time  after  completion  of 

Anytime 

APPLY 

until  21  years  of  age 

Gr.  XI  or  XII 

EXPERIENCE 

None  -  Paid  a  salary  while 

None  -  Paid  a  salary  while 

None  -  Paid  a  salary  while 

REQUIRED 

you  learn 

you  learn 

you  learn 

1  riAIIMINu 

Subsidization  in  most  degrees 

Career  Training  as: 

Over  65  trades  on  land,  sea  or 

Orrcricu 

of  your  choice  leading  to 

air  in  such  areas  as: 

training  as: 

rllOt 

Air  Navigator 

Administration 

Air  Operations 

Air  irairic  v.^ontroi 

Aircrait  lecns 

IN  aval  uiiicer 

Air  Weapons  Control 

Air  Traffic  Control 

ijiiglilCCx  ill^  |ljaiiUf  OCd  UI  £\l.l  J 

iNdVcU  vylliCCI 

\^axpciiii  y 

Armour,  Infantry,  Artillery 

Armour,  Infantry,  Artillery 

Combat  Arms 

Pharmacy 

Communications 

Administration  or  Finance 

Construction 

Nursing 

Cooking 

Physiotherapy 

Dental 

Drivers 

Electronics 

Engineering 

Finance 

Firefighting 

Mechanics 

Medical 

Music 

Navy 

roilCc 

Research 

Supply 

(warehousing) 

Support 

Weapons 

—from  Canadian  Armed  Forces  Career  Information  pamphlet 
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APPRENTICESHIP 


Sandy  is  happy  about  such  "good  luck"  at  choosing  a 
trade.  Sandy  is  learning  to  be  an  electrical  mechanic. 
After  graduating  from  high  school  with  an  average  grading, 
this  student  had  no  career  goal.   The  counsellor  suggested 
a  trade  or  technical  school.  After  a  thorough  investigation 
of  all  possibilities,   Sandy  chose  electrical  mechanics  -  a 
trade  which  deals  with  repair  of  electrical  motors, 
generators,   and  other  electrical  equipment. 

Sandy  was  hired  as  an  apprentice  by  an  Edmonton  firm, 
and  now  earns  LS%  of  the  journeyman's  wage  while  training 
on-the-job.  The  working  year  is  divided  between  on-the-job 
training  and  an  eight  week  technical  training  course  at  the 
Northern  Alberta   Institute  of  Technology.   In  three  additional 
years,   an  examination  will  be  taken  which  will  qualify  the 
electrical  apprentice  as  a  journeyman. 

"V/hat  suits  me  in  this  kind  or  work,"  says  Sandy, 
"is  that  I'm  always  moving  and  making  decisions.  It's 
challenging  and  I've  alv/ay  liked  working  with  my  hands." 


fhe  personality  trait  that  is  consistent  with  all  people  entering  tne 
trades  is  tnat  tney  like  to  do  things  rather  than  to  tninK  about  tnem  or  reflect 
on  tiieiii.  Tne  trades  demand  hard  physical  work  which  explains  why  they  are 
male-dominated  (however  more  women  are  now  entering  the  trades  than  ever 
before) . 

Some  of  the  reasons  for  entering  a  trade  are: 

-  The  majority  of  trades  require  minimal  educational 
background.  Most  are  deliberately  set  up  for  people 
who  have  gone  no  further  than  Grade  Nine  or  Ten. 

Even  with  these  minimal  standards,  a  high  percentage  of 
people  have  been  entering  apprenticeships  with  a 
completed  Grade  12. 

-  Apprentices  "earn  while  they  learn".   During  the 
three  or  more  years  the  apprentice  spends  under  a 
journeyman  or  with  a  company,   he  is  paid  45%  -  90% 
of  the  journeyman's  wage. 
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However,  there  are  also  disadvantages  that  one  must  consider  if  one  is  to  make 
a  wise  decision: 

Trades  are  physically  demanding.   Because  of  this, 
many  tradespeople  must  retire  early  -  some  going 
into  "supervisor"  positions  or  "inspector"  positions 
but  many  taking  maintenance  or  janitorial  jobs. 

-         Hourly  rates  are  high  but,  in  some  trades,  v/ork  is 
seasonal  or  sporadic.  This  is  especially  true  in 
large  construction  companies  whicn  may  not  worlc 
in  rainy  or  cold  weather.   If  work  is  only  available 
for  eight  or  nine  months,   the  total  annual  income  is 
greatly  reduced. 

Chances  of  advancement  in  the  trades  are  not  as 
good  as  in  the  technical  and  professional  occupations. 
An  engineer  can  expect  to  advance  to  postions  of 
authority.  This  is  much  less  likely  for  the  car- 
penter. 

Unions  often  play  a  large  part  in  the  liiring  of  trades- 
men and  acceptance  of  new  apprentices.   If  there  is 
not  much  work  available  for  a  journeyman,   the  union 
will  stall  nev/  apprenticeships. 


There  are  definite  steps  in  securing  an  apprenticeship  and  working  under 
it  to  obtain  journeyman's  papers.  Apprenticeship  first  started  v/hen  children 
worked  under  skilled  craftsmen  in  order  to  learn  a  trade.  The  working 
conditions  and  status  of  the  apprentice  have  greatly  improved  since  then,  but 
the  method  of  traininq  and  outcome  of  trainino  are  still  similar. 

o  o 

Apprenticeship  training  is  nov/  under  the  direction  of  the  Apprenticeship 
and  Trade  Certification   Division  of  Alberta  Manpower.   It  involves  learning  a 
trade  through  on-the-job  skill  development  supplemented  by  short  periods  of 
classroom  and  shop  instruction.   It  is  an  "earning  while   learning"  arrangement 
Through  such  training,   an  apprentice  becomes  a  journeyman  in  a  chosen  trade. 

This  is  how  an  apprenticeship  works.  Firstly,   anyone  who  is  16  years  or 
older    and  who  has  employment  with  a  journeyman  or  with  a  company  which 
employs  journeymen  can  apply.   Before  application  is  made,  there  must  be  an 
understanding  between  the  journeyman  and  applicant  that  they  will  enter  into 
an  apprenticeship  agreement.  The  prospective  apprentice  is  expected  to  have  a 
basic  minimum  education  as  set  out  by  the  Apprenticeship  Branch,  or  to  pass 
an  entrance  examination. 

For  application  forms  contact  the  Alberta  Apprenticeship  and  Trade 
Certification  Branch  at  one  of  the  addresses  below: 

Bonnyville  Calgary  Edmonton 

2nd  Floor,  Provincial  4th  Floor  10926  -  119  Street 

Building  1015  Centre  Street  NW    T5H  3P5 

^904  -  50  Avenue  T2E  2P8 
TOA  OLO 
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Fort  McMurray 

7th  Floor,   West  Tower 

Jubilee  Centre 

9915  Franklin  Avenue 

T9H 


Grande  Prairie 

1601  Provincial 

Building 
10320  -  99  Street 
T8V  6J4 


Hinton 

Yellowhead  Building 
425  Gregg  Avenue 
P.O.   Box  1850 
TOE  IBO 


Lethbridge 

2nd  Floor,  Provincial 

Building 
200  -  5  Avenue  S. 
Bag  30U 
TIJ  Z,C7 


Medicine  Hat 

208  Provincial 

Building 
770  -  6  Street  S.W. 
TIA  4J6 


Peace  River 

202  Peace  River  Shopping 

Centre 
10107  -100  Street 
TOH  2X0 


Red  Deer 

3rd  Floor  West 
Provincial  Building 
4920  -  51  Street 
T4N  6K8 


Vermilion 

2001  Provincial  Building 
4701  -  52  Street 
TOB  4iviO 


The  application  must  be  filled  out,  then  signed  by  the  apprentice  and  the 
employer.  When  the  application  has  gained  approval,   a  contract  is  drawn  up, 
signed  and  registered  with  the  government.  The  apprentice  is  then  eligible  for 
benefits  of  the  program. 

When  an  applicant  has  taken  training  in  the  specific  trade  prior  to 
applying,  accelerated  patterns  of  apprenticeship  are  arranged.  An  employer's 
recommendation  of  the  apprentice's  previous  work  experience  may  also  be 
recognized. 

Experience  in  the  trade  is  provided  by  on-the-job  training  under  the 
guidance  of  a  journeyman.  Apprentices  must  also  attend  technical  training 
courses  at  a  technical  institute  or  college.  These  take  3  to  12  weeks  per  year 
and  fees  for  them  are  not  charged  to  the  apprentice.  Yearly  examinations  are 
given  with  the  pass  mark  being  65%.  The  apprentice  must  pass  all  courses 
before  journeyman  papers  can  be  obtained. 

Apprentices  are  eligible  for  training  allowances  while  attending  technical 
training  courses.  The  allowance  program  is  complex.   It  does  vary  from 
situation  to  situation.  Your  local  Canada  Employment  Centre  can  provide  details 
on  the  allowance  program. 

V/hen  the  apprenticeship  period  has  been  served  (four  years  in  most 
trades)   and  all  courses  successfully  completed,   the  apprentice  is  a  qualified 
tradesperson  certified  to  practice  in  Alberta.   In  certain  trades,   a  tradesperson 
can  get  an   Interprovincial  Red  Seal  by  writing  an  interprovincial  examination. 

The  following  pages  on  apprenticeship  opportunities  give  you  a  good  idea 
of  what  each  apprenticeship  involves.   Before  deciding  on  any  one  field, 
however,   you  should  investigate  the  current  trends  in  trades.   Speak  to  workers 
in  the  trades  and  to  the   Apprenticeship  and  Trade  Certification  Division.  The 
recession  of  the  1980 's  affected  many  trades  as  the  construction  industry  slowed. 
It  is  therefore  wise  to  check  out  the  job  opportunities  available  in  various 
fields  as  you  contemplate  apprenticeship  training. 
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APPRENTICESHIP 
OPPORTUNITIES 


TRADE 


DESCRIPTION  OF  THE  TRADE 


CL  < 

< 

o 


o 
(J 


Agricultural 
iviechanic 


Services,  repairs  and  sets  up 
agricultural  machines. 


10  -10 


Appliance 
Serviceman 


Repairs  and  services  house- 
hold appliances 


8-8-6 


i.iOtorcycle 
kechanic 


Assembles,   services,  and 
repairs  two-wheeled,  single- 
tracked  motor  vehicles. 


Electronic 
Technician 


Services  and  repairs  radio 
and  television-receiving 
equipment. 


12-12-6-6 


Auto  Body 
Mechanic 


Repairs  and  refinishes  the 
bodies  of  automobiles. 


8-8-6 


Baker 


Makes  bread,  pastries 
cookies,  and  cakes. 


8-8-8 


Bricklayer 


Lays  brick,  hoUowtile,  and 
concrete  block  for  buildings 
or  other  structures. 


12-6-6 


"All  candidates  write  an  entrance  examination. 


Occupations  10 

-  28  - 

Lesson  9 

Cabinetmaker 

Builds  custom  or  production 
lype  iixiures   ana  lurnicure  ox 
wood  and  wood  substitutes. 

8- 

-8-8-8 

9 

Carpenter 

V/orks  with  wood  and  wood 
substitutes  in  the  construction 
or   DUiiQings  anu  omer 
structures. 

u 

8- 

-8-8-8 

9 

Communi- 
Electrician 

Installs,   services  and  repairs 
teiepnone  equipmenL  anoi 
related  communication  systems. 

6- 

-6-6-6 

11 

Cook 

Prepares  food  and  meals  in 
noLcis,   resLauranib  ana 
institutions . 

3 

8-8-8 

9 

Electrician 

Installs  the  electrical  wiring  in 
Duiiaings   Lo  buppiy   neat,  iignc, 
and  power. 

8- 

8-8-12 

Math 

ZU/  Zo 

Electrical 

Rewind 

Mechanic 

V/orks  on  the  repair  and 
rebuilding  of  electric  motors, 
generators,  transformers, 
controllers  and  other 
electrical  equipment. 

4 

8- 

-8-8-8 

10 

Floorcovering 
Mechanic 

Installs  all  types  of  underlays 
and  floor  coverings  such  as 
carpeting,  linoleum,  tiles, 
plastic  materials  and  liquid 
floor  coverings,   in  any  location 
such  as  floors,  walls,  sinks, 
and  counter  and  table  tops. 

2 

7-6 

9 

Gasfitter 

Installs  piping  and  appliances 
for  heating  with  natural  and 
propane  gas. 

3 

8-6-9 

9 

Glassworker 

Cuts  and  installs  glass  for 
windows,   showcases  and 

V_LiI.LCLIlI      Weill      ULlIlUIli^      V-V-'llOLLLlV-  — 

tion . 

4 

6- 

-6-6-6 

9 

"AH  candidates  write  an  entrance  examination. 


Occupations  10 

-  29  - 

Lesson  9 

Heavy  Duty 

Services  and  repairs  construc- 
tion and  other  heavy  industrial 
mobile  equipment. 

8-8-8-8 

Heavy 
Equipment 
Ope rat  or 

Operator  of  crane,  hoisting 
and  earth  moving  equipment. 

0 

4-0-4 

9 

Instrument 
Mechanic 

iviaintains,   services,  repairs, 
and  installs  measuring  and 
control  instruments  used  in 
process  industries. 

8-8-8-12 

Insulator 

Installs  insulation  materials  in 
commercial  and  industrial 
structures . 

6-6-8-0 

S 

Lather  - 
Interior 
Systems 
Mechanic . 

Installs  metal  and  plaster  lath 
in  construction  of  buildings. 

3 

8-6-8 

9 

Iwachinist 

V/orks  with  metals  and  operates 
metal  cutting  and  shaping 
machinery. 

8-S-S-S 

9 

iviillwright 

Installs  and  maintains 
machinery  in  factories  and 
other  production  plants. 

S-S-S~8 

10 

Motor 
Mechanic 

Services  and  repairs  auto- 
mobiles . 

4 

8~S~S-S 

9 

Painter  and 
Decorator 

Applies  paint,  varnish,  wall- 
paper to  interior  and  exterior 
building  surfaces,   and  to  other 
fittings,  and  furnishings. 

3 

8-8-8 

9 

Partsman 

Stores  and  dispenses  auto- 
iinjLivc,    iicdvy   uiiLy   or  iciirrn 
implement  parts. 

3 

8-6-6 

10 

"AH  candidates  write  an  entrance  examination. 
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Plumber 

Installs  water  services  and 
sanitary  drainage. 

8-8-8-8 

Power 
Lineman 

Constructs,  maintains  or 
operates  electrical  trans- 
missions or  distribution 
systems . 

3 

7-7-7 

Math 
20 

Power  ' 
System 
Electrician 

Constructs  or  maintains 
utility  power  system  and 
power  station  equipment  or 
metering,   protection  and 
control  apparatus. 

8-8-9-9 

Math 
20 

Refrigeration 
Mechanic 

Installs  and  services  refriger- 
ating and  air  conditioning 
systems . 

S-S-S-& 

9 

Roofer 

Installs  and  maintains  built-up 
roofs,  composition  roof 
coverings,   shakes,  shingles, 
and  plastic  membranes. 

3 

6-6-6 

9 

Sheet  Metal 
Mechanic 

Vv'orks  with  light  gauge  sheet 
m.etal  in  the  production  of 
heating,  ventilating  and  air 
conditioning  systems. 

10-10-10-10 

Steamfitter- 
Pipefitter 

Installs  steam  and  hot  water 
heating  systems  and  industrial 
process  piping  systems. 

8-8-8-8 

Vc 

Steel 
Fabricator 

Shopwork ,  erection,   and  rein- 
forcing rod  work  in  the  use  of 
steel  for  construction  of 
buildings,   bridges  and  towers. 

3 

.  8-8-8 

9 

Welder 

Joins  metal  together  by  fusion 
using  an  acetylene  flame  or  an 
electric  arc. 

3 

6-6-6 

9 

*A11  candidates  write  an  entrance  examination. 
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There  are  several  additional  trades  available  which  are  not  listed  on  pages 
27  to  30.     They  are  tool  and  die  maker,   saw  filer,  cement  finisher,  landscape 
gardener,  recreation  vehicle  mechanic,  boilermaker,  elevator  constructor, 
barber,  beautician,  ironworker,  plasterer,  printing  and  graphics  arts,  sprinkler 
fitter,  tile  setter,   transport  refrigeration  mechanic,   and  water  well  driller.  For 
more  information,  call  your  closest  Alberta  Apprenticeship  and  Trade  Certifica- 
tion Division  Office. 

Technical  training  programs  are  taken  at  one  of  the  Alberta  Institutes  of 
Technology  or  at  several  Alberta  colleges.     To  find  out  where  the  course  in 
which  you  are  interested  is  offered,  contact  your  nearest  Apprenticeship  office. 


Source  of  information:     Apprenticeship  Opportunities  1985. 


Alberta  Green  Certificate  Farm  Training  Program 

The  Green  Certificate  Program  is  a  combination  of  on-the-job  training  and 
formal  study  to  prepare  one  for  a  farming  career.     It  is  offered  through 
Alberta  Agriculture  and  Alberta  Manpower.     To  enter  such  training  one  must  be 
18  years  old  and  there  is  no  set  time  period  in  which  the  course  must  be 
completed.     There  are  three  levels  one  may  aspire  to:     general  farm  technician, 
supervisor  of  a  farm  operation,  and  farm  manager.     These  three  levels  of 
certification  are  available  in  the  following  areas  of  specialization:  beef, 
dairy,   sheep,   swine,  crop  and  irrigated  crop. 

To  supplement  on-the-job  training,  a  student  can  take  workshops, 
seminars,  correspondence  courses,  tours,   short  courses,  or  longer  agricultural 
college  courses. 

You  can  obtain  application  forms  from  a  district  agriculturalist  or 
Canada  Farm  Labour  Pool. 

For  more  information,  contact: 

Supervisor,   Farm  Training  Section 
Alberta  Agriculture 
7000  -  113  Street 
Edmonton,  Alberta 
T6H  5T6 
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Exercise  1 :  Apprenticeship 

Terry  Johnson  wishes  to  apprentice  as  a  carpenter. 
(1)      What  minimum  education  does  Terry  need  to  enter  into  apprenticeship? 


(2)      Describe  what  Terry's  apprenticeship  program  will  be  like. 


(3)      Does  he  receive  any  financial  assistance?     If  so,  how  much? 


Exercise  2:     Finding  a  Suitable  College  Program 

For  each  of  the  following  situations,  suggest  the  names  and  locations  of 
two  colleges  which  offer  the  training  needed. 


(1)      Sam  wants  to  become  a  trained  musician. 


(2)      Gloria  wants  to  become  a  travel  consultant. 


Occupations  10  -  33  - 

(3)      Mike  wants  to  train  in  journalism. 
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(^)      Joyce  wants  to  work  in  law  enforcement. 


(5)      Sarah  wants  to  become  a  teacher's  aide. 


(6)      Peter  wants  to  work  in  a  daycare  centre  as  an  early  childhood  develop- 
ment worker. 


(7)      Gary,  who  is  mentally  handicapped,  wants  to  take  a  program  to  help  him 
develop  job  skills. 


(8)      Michael  wants  to  train  as  an  auto  mechanic. 


(9)      Chris  wants  to  train  in  various  phases  of  agriculture  before  he  takes 
over  more  of  an  active  part  in  running  the  family  farm. 
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Exercise  3:  Training  Programs 

(1)  What  are  three  advantages  of  training  in  a  trade? 

(a)  

(b)  

(c)   

(2)  What  are  two  possible  advantages  of  community  college  training  over  a 
university  education? 

(a)  

(b)  

(3)  Consider  the  hospital,  college  and  degree  nursing  courses.  What  are  two 
differences  oetween  them? 

(a) 


(b) 
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Exercise  4:  True  or  False 


Indicate  wnether  the  following  statements  are  true  or  false  by  placing  T 
or  F  in  the  blanks  to  the  right. 

(1)  Registered  and  psychiatric  nurses  have  exactly  the  same 
qualifications.   

(2)  The  Alberta  Government  offers  a  program  of  training  for 

prospective  farmers.   

(3)  You  can  take  a  year  or  sometimes  two  of  university  study  at 

certain  colleges.   

(Zt)      To  enter  one  of  the  independent  colleges  in  Alberta,  you 

must  always  be  of  the  same  religious  denomination  as  that 

with  which  the  college  is  affiliated.   


(5)  To  meet  heavy  industrial  demands,   Keyano  College  offers  pre- 
employment  and  pre-apprenticeship  courses. 

(6)  The  Canadian  Forces  prefer  students  who  have  not  completed 
high  school  so  they  can  be  trained  in  true  military  fashion. 


(7)      As  long  as  you  have  the  minimum  requirements,  you  will  be 
accepted  into  the  Forces. 


(8)      V/hen  joining  the  military,   you  select  the  trade  you  wish  to 
learn . 


(9)      Women  are  not  accepted  for  apprenticeships. 


(10)    The  apprentice  must  pay  his  own  fees  for  attending  trade 
school. 


(11)    Alberta  has  a  total  of  thirty-three  different  colleges. 


(12)     If  one  wishes  to  advance  to  a  position  of  authority  and 
high  pay,  one  would  be  wise  to  become  a  tradesman. 


(13)    Apprenticeships  and  the  Canadian  Forces  are  both  "earn 
while  you  learn"  programs. 


Occupations  10  -  36  Lesson  9 

(1Z^)     Universities  train  people  in  general  theory  while  colleges 

train  people  for  specific  occupations.   


(15)    A  training  program  for  nursing  assistants  is  offered 
at  Alberta  Vocational  Centres. 


End. of  Lesson  9 
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and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 
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OPPORTUNITIES  FOR  TRAINING    (UNIT  III) 
OTHER  OPPORTUNITIES 

Universities,  technical  institutes,  colleges,  nursing  schools,  and 
apprenticeship  programs  offer  many  opportunities  for  an  ambitious  student. 
But  there  are  even  more  ways  to  get  an  education.     This  is  by  attending 
a  school  for  the  arts,  a  vocational  centre,  or  a  private  trade  school. 

The  arts  schools  are  for  those  who  wish  to  use  their  talents  by 
specializing  in  one  area.     Usually,  they  have  gone  through  the  regular 
educational  system  choosing  their  favorite  subject  as  an  option  and,  have 
also  studied  the  subject  through  private  lessons,  continuing  education 
classes,  or  clubs.     These  are  talented  people  who  have  a  special  interest 
in  one  field.     Because  the  courses  are  so  specialized,  the  entrance 
requirements  are  high  and  the  competition  for  entrance,  intense. 

In  contrast,  vocational  centres  and  private  trade  schools  are  created 
primarily  for  those  who  do  not  graduate  from  high  school.     These  people 
are  unable  to,  or  choose  not  to  take  advantage  of  other  educational 
institutions.    Entrance  requirements  are  low.     Programs  in  the  vocational 
centers  and  trade  schools  are  restricted  to  those  16  years  or  older  and  are 
often  of  very  short  duration.     These  courses  lead  directly  to  employment. 

The  following  pages,  the  last  of  the  unit  on  "Educational  Opportunities", 
attempt  to  describe  a  variety  of  courses.    We  are  sure,  after  completing 
this  study  of  opportunities  for  training,  you  will  believe  that  there  are 
unlimited  chances  for  furthering  oneself,  education- wise,  in  Alberta. 


ALBERTA  COLLEGE  OF  ART 


The  Alberta  College  of  Art  was  affiliated  with  the  Southern  Alberta 
Institute  of  Technology,   but  as  of  July  1,   1985,   it  became  an  independent 
College.   It  offers  programs  in  art  which  prepare  students  for  a  variety  of 
professional  occupations. 

Tne  minimum  educational  prerequisite  for  such  a  program  is  an  Alberta 
High  School  Diploma  plus  an  admission  test.   (For  admission  into  any  art 
program  or  career,  one  should  have  a  portfolio  (folder)  of  his  best  art  wor.<: 
prepared  and  on     hand.)   Each  program  is  four  years  long  and  leads  to  an 
Alberia  College  of  Art  Diploma  in  Visual  Arts. 
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Students  complete  a  one-year  foundation  program  and  then  complete  a 
three-year  program  in  one  of  the  following  Major  areas  of  study:  Visual 
Communications,  Photographic  Arts,  Painting,  Printmaking,  Drawing,  Sculpture, 
Jewellry,  Textiles,  Ceramics,   and  Glass. 

The  present  (1985)  tuition  fee  is  $503.00  per  year.  Foundation  year 
books  and  supplies  will  cost  approximately  $1  000.00.  Depending  upon  the 
Major  area  of  study  chosen  after  the  Foundation  year,  course  supplies  will 
range  upward  from  $1  200.00  minimum. 

For  more  specific  information  about  the  programs  offered,   a  student  is 
advised  to  write  to: 

Alberta  College  of  Art 
1301  -  16th  Avenue  NW 
Calgary,  Alberta 
T2M  OL^ 


THE  BANFF  CENTRE 

The  Banff  Centre,  which  used  to  be  called  the  Banff  School  of  Fine  Arts, 
offers  courses  in  visual  and  performing  arts,  languages,  management  studies, 
and  cultural  resources  management.     There  are  some  year-round  courses  but  the 
main  emphasis  is  on  summer  sessions.     Some  courses  can  be  used  for  university 
credit. 

Living  accommodations  are  provided  right  at  the  Centre. 

The  following  programs  are  offered  by  the  Banff  Centre: 

1.        School  of  Fine  Arts 

Summer  courses  are  offered  in  the  areas  of  French,  in  Dance/Ballet, 
Drama,  Musical  Theatre,  Stagecraft,  Voice/Opera,  Writing/Playwriting, 
Music,  Ceramics,  Drawing  and  Painting,  Visual  Communications  (Photo- 
graphy, film,  television)  and  in  Weaving. 

A  diploma  program  in  Theatre  Crafts  and  Design  is  offered  in  six, 
ten  week  terms   (two  terms  each  year,  April  through  August). 

Winter  programs  in  Ceramics,  Drawing,   and  Painting  at  a  more 
professional  level  are  offered.     Visual  Communications  Diploma  Programs 
are  also  available  in  winter. 


2.       School  of  Management  Studies 

This  school  offers  short  winter  courses  in  General  Management, 
Finance  and  Control,  Human  Behavior  and  Organization,  Management 
Science  and  Marketing  to  those  interested  in  the  business  field. 
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Cultural  Resources  Management 


These  are  courses  for  people  involved  in  cultural  work  in  the 
province.  They  are  short  intensive  service  programs  presented  by 
.<nowledgeable  persons.  Performing  arts,   marketing,   museums,  art 
galleries,  orchestra,  publishing,  and  government  agencies  are  drawn  upon 
for  lecturers. 


If  you  wish  more  information  on  any  of  these  programs,   write  to: 


ALBERTA  PETROLEUM  INDUSTRY  TRAINING  CENTRE 

In  1966,   the  Government  of  Alberta  announced  the  opening  of  the  Alberta 
Petroleum  Industry  Training  Centre  in  Edmonton,   the  purpose  of  which  is  to 
train  workers  for  one  of  Alberta's  basic  industries  -  the  oil  industry. 

The  Pre-Employment  Floorman  course  trains  inexperienced  workers  as 
floormen  on  a  drilling  rig.  Graduates  of  the  course  will  have  a  good  knov/ledge 
of  what  is  expected  of  them  on   a  drilling  rig,   and  will  be  able  to  work  in  a 
safe  manner.   Experience  on  a  job  will  then  refine  these  skills. 

The  course  costs  $170.00 

Course  Content: 


The  Registrar 
The  Banff  Centre 
BANFF,  Alberta 
TOL  OCO 


Alert 


10  hours 


First  Aid 


16  hours 


Classroom 


18  hours 


A  basic  overview  of  the  drilling  operation  with  emphasis  on  rig 
components . 


Mud  Lab 


-  3  hours 


How  to  take  viscosity,  weight,  water  loss,  and  Ph  effect  of 
chemicals  on  mud;  caustic  soda,  lignite,  gel  and  barite. 


Chain  &  Tong  Practice 


-  9  hours 


Proper  safe  methods  of  using  chain  and  tongs  while  making  up  and 
breaking  out  drill  pipe. 
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Rig  Practice  -  27  hours 

Safety  and  safe  methods  of  operation  are  stressed.  A  number  of 
round  trips  are  performed  to  emphasize  team  work  and  proper  tool 
handling.  The  students  are  introduced  to  the  motorman  and 
derrickman  positions  by  working  in  these  postions  during  training. 


Shop  Practice  -  12  hours 

Proper  use  of  hand  tools.  Pipe  threading,   laying  water  lines. 
Changing  pistons,   valves,   and  liners  on  mud  pumps.   Splicing  rope 
and  wire  rope.   Maintenance  checks  on  other  rig  components. 


For  more  information,  please  contact: 

Alberta  Petroleum  Industry  Training  Centre 
10330  -  71  Avenue 
Edmonton,  Alberta 
Canada  T6E  0W8 
Telephone:   (403)  427-2768 


ALBERTA  VOCATIONAL  CENTRES 

Alberta  Vocational  Centres  are  located  in  four  comniunities  -  Calgary, 
Edmonton,  Grouard,  and  Lac  la  Biche.  These  provincially  administered  institu- 
tions offer  short,  intensive  and  specialized  programs  to  adults  who  often  have 
less  than  a  high  school  diploma. 

Tne  main  purpose  of  the  Vocational  Centres  is  to  help  unemployed  or 
underemployed  Albertans  obtain  marketable  employment  skills.  Courses  last  for 
a  year  or  less  and  may  be  created  at  the  request  of  industry.  Students  can 
train  to  become  camp  cooks,  office  workers,  nursing  assistants,  community 
health  aides  or  building  service  workers,  for  example. 

Each  centre  has  a  range  of  courses  relevant  to  the  needs  of  the  region 
it  serves.  Thus,  the  centres  in  Grouard  and  Lac  La  biche  focus  on  the  educa- 
tional needs  of  the  northern  residents,  with  courses  in  surveying,  forestry 
work,  trapping.  Native  arts  and  crafts,  and  job  readiness/life  skills  studies. 
They  also  provide  pre-employment  and  industrial  programs  in  such  fields  as 
welding,  carpentry  and  automotive  mechanics.  The  Edmonton  and  Calgary 
Centres  offer  such  courses  as  nursing  assistant,  business  education,  institu- 
tional housekeeping,  bookkeeping  and  English  as  a  second  language. 

Admission  varies 
to  benefit  and  "adult 
years  of  age  or  have 
more . 


with  the  program     but  it  is  generally  based  on  ability 
status."  "Adult  status"  refers  to  those  who  are  at  least.  17 
been  out  of  the  regular  school  system  for  one  year  or 
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All  costs  (tuition,   supplies  plus  a  daily  living  allowance)   for  such 
programs  are  usually  paid  by  the  following  agencies  -  Alberta  Vocational 
Centre,  Alberta  Advanced  Education  and  Manpower,   Employment  and  Immigration 
Canada,  or  the  Department  of  Indian  and  Northern  Affairs. 


For  further  information  on  the  Alberta  Vocational  Centres 
Registrar  at  one  of  the  following  addresses: 


write  to  the 


Alberta  Vocational  Centre 
Mission  Street 
Grouard,  Alberta 
TOG  ICO 


Alberta  Vocational  Centre 
Box  417 

Lac  La  Biche,  Alberta 
TOA  2C0 


Alberta  Vocational  Centre 
10215  -  108  Street 
Edmonton,  Alberta 
T5J  1L6 


Alberta  Vocational  Centre 
332  -  6  Avenue  SE 
Calgary,  Alberta 
T2G  4S6 


PRIVATE  TRADE  SHCOOLS 

To  give  those  people  sixteen  years  old  or  over  an  opportunity  for 
specialized  career  training  programs,  private  trade  schools  offer  many  oppor- 
tunities. These  programs  vary  in  the  level  of  study,   length  of  time,  and  cost, 
and  may  be  taken  in  class  or  in  some  cases,  by  correspondence  study. 

Further  information  about  private  trade  schools  may  be  obtained  from: 

Private  Vocational  Schools  Administration 

Alberta  Advanced  Education 

7th  Floor  East,  Devonian  Building 

11160  Jasper  Avenue 

Edmonton,  Alberta 

T5K  QLl 


NOTE 

Be  sure  to  gather  all  information  and  understan<i: 
the  level  of  training  given,  the  exact  length  of  the 
program,  all  costs  involved,  and  the  demands  ol 
future  employers  (Do  they  honor  a  Certificate 
from  this  institution?)  before  signing  a  contract 
to  enroll  in  such  a  school. 
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1.      BUSINESS  TRAINING 

Some  general  qualifications  pertain  to  all  types  of  office  work. 
Employers  now  feel  that  an  employee  should  be  at  least  17  years  old. 
Grade  12  is  required  in  most  cases.    Grade  10  is  not  considered  sufficient 
background  for  most  office  positions  or  even  for  most  ,  types  of  specialized 
training  at  business  colleges. 

A  person  wishing  a  business  career  must  be  alert,  neat  and  well- 
groomed  with  emphasis  on  cleanliness  and  courtesy.    An  ability  to  spell 
correctly,  a  good  command  of  the  English  language  plus  proficiency  in 
typing  are  necessary  in  order  to  be  a  competent  office  worker. 

With  the  increased  emphasis  on  education,  we  have  new  business 
schools  opening  constantly.     Below  is  a  partial  list  of  private  schools-!' 
offering  business  courses  and  some  samples  of  what  subjects  they  offer. 
If  you  are  interested  in  any  one  of  these,  contact  the  school  itself  for 
additional  information.     Costs  and  length  of  course  vary  with  the  school. 
Some  prepare  one  for  any  number  of  clerical  positions  while  others  teach 
only  one  area  e.g.     Real  Estate  Management. 


EDMONTON:         Canadian  Career  Centre  Ltd 
630,  One  Thornton  Court 
9900  Jasper  Avenue 
T5J  2E7 


Edmonton  Secretarial  College  : 
#107    10120  -  Jasper  Avenue 
T5J  1W6 

Courses:    bookkeeping,  typing, 
shorthand 


H  &  R  Block  Ltd.  National  Teller  Training  Institute  Ltd. 

10116  -  124  Street  1104,  10235  -  124  Street 

T5N    1P6  T5N  1P9 

Course:    income  tax 
preparation 


*PLEASE  NOTE:    We  are  merely  listing  these  schools  and  NOT  recommending 
them.    It  is  up  to  you  to  gather  more  information  about 
costs,  type  of  certificate  earned,  exactly  what  is  learned, 
and  other  matters  concerning  the  training.    The  quality  of 
instruction  and  reliability  of  the  institution  are  matters 
you  must  investigate  yourself.    Once  you  sign  a  contract 
with  the  school,  you  may  have  to  pay  the  full  amount 
whether  you  wish  to  continue  the  course  or  not. 
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EDMONTON:       Practical  School  of  Commerce 
10149  -  109  Street 
T5J  1P6 

Courses:    selling,  dictaphone, 
typing,  bookkeeping 


CALGARY:        Karen  Hall  Careers 

225A  -  8  Avenue  S.W, 
T2P  1B8 

H  &  R  Block  Ltd. 
818  -  16  Avenue  N.W. 
T2M  0J9 

Course:    income  tax 
preparation 


Henderson  College  of  Business  Ltd. 
1514  -  4  Street  S.W. 
T2K  0Y4 

Courses:    typing,  shorthand,  bookkeeping 

Hollingshead  Business  College  Ltd. 
624  -  9th  Avenue  S.W. 
T2P  1L5 

Courses:    keypunch,  typing,  shorthand 


RED  DEER:       H  &  R  Block  Ltd. 

P.O.  Box  40 
T4N  5E7 

Course:    income  tax 
preparation 


MEDICINE        H  &  R  Block  Ltd. 
HAT:  675  -  2nd  Street  S,E 

TIA  0C8 

Course:    income  tax 
preparation 


Reeves  Business  College  Ltd. 
4734  Ross  Street 
T4N  1X2 

Courses:  speedwriting, 

shorthand,  bookkeeping, 
receptionist 

Garbutt  Business  College- 
546  -  2nd  Street  S.E. 
TIA  0C6 

Courses:  shorthand, 

speedwriting 


LETHBRIDGE 


H  &  R  Block  Ltd. 
815  -  3rd  Avenue  S. 
TIJ  0H8 

Course:    income  tax 
preparation 


Henderson  College  of  Business  Ltd 
424  -  7  Street  S. 
TIJ  2G6 

Courses:    typing, shorthand, 
bookkeeping 


OTHERS:         Reeves  Business  College 
Ltd. 

P.O.  Box  5  1 
Lloydminster,  Alberta 
S9V  0X9 

Courses:  typing, 

shorthand, 
accounting 


Fort  Saskatchewan  Business  School 
10109  -  96  Avenue  (Box  33) 
Fort  Saskatchewan,  Alberta 
T8L  1W8 

Courses:    typing,  shorthand, 
bookkeeping, 
office  machines 
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2„    HAIRSTYLING  AND  COSMETOLOGY  SCHOOLS 

This  heading  includes  hairdressing,  beauty  culture,  barbering  and 
cosmetology.     Such  schools  provide  the  necessary  training  to  allow  an 
individual  to  write  the  Provincial  Trademen's  Qualification  Examination. 
Licensing  requires  1  400  hours  of  instruction  which  can  be  taken  in  about 
8  months.     The  training  involves  both  theory  and  practise  on  customer 
models.    As  well,  some  schools  offer  additional  courses  in  manicuring, 
pedicuring,  massage  and  advanced  hairstyling. 

Fees  for  such  training  range  from  $725  to  $1  200  (but  in  some  schools 
fees  can  go  as  high  as  $2  400). 

Once  licensed,  the  graduate  may  work  for  someone  else,  purchase  an 
established  business,  or  start  a  business  of  his  or  her  own. 

As  you  have  seen  in  Lesson  8,  NAIT  offers  both  Men's  and  Ladies' 
Hairstyling.     This  may  be  an  alternative  to  training  at  a  private  school. 


EDMONTON:        Alberta  Hairdressing  School 
12964  -  82  Street 
T5E  2T2 


Est-elle  Academy  of  Hair  Design 
10908  -  70  Avenue 
T6H  2G6 


Cosmetology  Schools  of 
Canada  Ltd« 

202,  12230  -  106  Avenue 

T5N  3Z1 


Edna  Gaboury  School  of 
Hairdressing 

15118  -  Stony  Plain  Road 
T5P  SYS 


Marvel  Beauty  School 
lOOSO  -  102  Street 
T5J  0V6 


CALGARY:  Marvel  Beauty  School 

229  -  8th  Avenue  S.W, 
T2P  1B7 

Moler  Barber  School 
229  -  8th  Avenue  S.W. 
T2P  1B7 


Jacobson's  Beauty  Academy 
6S1  -  7th  Avenue  S.W. 
T2P  0Y9 

Delmar  Beauty  Salon  and  School  Ltd 
11S7A  -  17th  Avenue  S.W. 
T2P  0B6 


RED  DEER:        Parkdale  Beauty  School 
4944  -  50  Street 
T4N  1X7 


Marvel  Beauty  School 
505,  5000  -  50  Avenue 
T4N  6C2 
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OTHERS: 


Alberta  Beauty  School 
405  -  5th  Street  S. 
Lethbridge,  Alberta 
TIJ  2B6 


Town  House  Beauty  College 
633  -  2nd  Street  S.E. 
Medicine  Hat,  Alberta 
TIA  0C8 


Grande  Prairie  Beauty  College 
10102  -  101  Avenue 
Grande  Prairie,  Alberta 
T8V  OYl 


3.  OTHERS 

A  variety  of  specialized  courses  are  available  through  private  schools. 
All  cannot  be  listed  here  but  those  listed  below  provide  a  sample  of  the 
courses  offered.     If  you  are  curious  whether  training  is  offered  for  any 
particular  occupation,  contact  the  employers,  unions,  or  associations 
connected  with  that  work  for  more  information. 

There  are  several  schools  of  modelling  in  Alberta.    Although  everyone 
cannot  have  a  successful  modelling  career,  such  a  course  can  help 
improve  poise,  appearance,  and  self-confidence  —  qualities  desired  by  any 
industry  which  deals  with  the  public.     Some  schools  are: 

Covergirl  Agency  Ltd.  Vogue  Models  Ltd. 


102,  10633  -  124  Street 
Edmonton,  Alberta 


10129  -  124  Street 
Edmonton,  Alberta 


John  Casablancas  Elite  Career  College 
10132  -  105  Street 
Edmonton,  Alberta 
T5J  1C9 


John  Casablancas  Elite  Career  College 
404,  1505  -  8  Street  S.W. 
Calgary,  Alberta 
T2R  IKl 


Bartending  can  be  taken  at  the 


Fine  Art   Bartending  School 
205,  120A  -  16  Avenue  N.E. 
Calgary,  Alberta 
T2E  1J5 


A  two  week  course  in  auctioneering  can  be  taken  at: 


Western  Canada  School  of  Auctioneering  Ltd. 
5033  -  52  Street 
P.O.  Box  687 
Lacombe,  Alberta 
TOC  ISO 
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Lessons  in  scuba  diving,  open  water  diving,  ice  diving,  and  underwater 
photography  are  offered  by: 

Skin  Scuba  Schools  of  Alberta 
7,  3601  -  19  Street  N.E. 
Calgary,  Alberta 
T2E  6S8 


Lessons  in  radio  announcing  are  offered  at  the 

Bob  Lay  ton  School  of  Broadcasting 

9325  -  158  Street 
Edmonton,  Alberta 
T5R  2C6 

Whatever  training  you  may  choose,  be  assured  that  it  will  provide  a 
basis  for  a  career  and  a  way  to  make  one's  earnings.     Preparing  one 
for  the  future  financially  is  only  one  of  the  advantages  of  post-secondary 
training.     It  also  increases  a  person's  enjoyment  of  life,  broadens  one's 
interests,  and  enables  him  or  her  to  take  a  responsible  part  in  the  life  of 
the  community.     Adaptability  to  meet  changes,  good  judgment,  and 
confidence  in  meeting  challenges  result  from  a  wide  educational  background. 


FINANCIAL  ASSISTANCE 


You,  of  course,  know  from  Lesson  9  that  the  Armed,  Forces 
subsidizes  training  and  also  that  apprenticeships  are  subsidized.  But 
what  about  other  students?     What  kind  of  financial  assistance  is  available  to 
them? 

There  are  several  programs  for  Albertans  who  need  financial  assistance  to 
pursue  some  educational  or  training  goal.     Those  which  apply  to  students 
taking  Occupations  10  will  likely  be  the  STUDENTS  FINANCE  BOARD  PROGRAMS. 
Others  will  be  briefly  described  later  in  the  lesson. 

STUDENTS  FINANCE  BOARD 

It  should  be  said,  firstly,  that  any  financial  assistance  program  is  set 
up  so  that  no  deserving  student  is  denied  an  education  just  because  he  or  she 
lacks  financial  resources.     However,  these  are  not  hand-outs.     There  is  a 
qualification  system  and  each  application  is  assessed  according  to  financial 
need,    and,  often     academic  standing. 
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The  different  kinds  of  assistance  administered  by  the  Students  Finance 
Board  are  as  follows: 

(1)  Scholarships  -  Competitive  cash  awards  based  on  high  academic 
standings  (over  80%)  or  special  skills.-^^g.   athletics).  Scholarships 
need  not  be  repaid. 

(2)  Prize  -  A  small  award,   similar  to  a  scholarship,   for  some  superior 
accomplishment.   The  amount  is  usually  restricted  to  less  than 


(3)      Bursaries  or  grants  -  Awards  made  to  students  who  have  attained 
a  good  level  of  achievement   for  a  program  and  who  need  financial 
assistance.  These  need  not  be  repaid,   but  sometimes  the  student 
must  agree  to  provide  service  after  graduation  in  the  area  of 
study.  Grants  are  often  provided  in  areas  of  study  where  workers 
are  especially  needed. 

(A)      Loans  -  An  amount  of  money  maybe  provided  to  a  student  who  has 
a  certain  minimum  standing  in  his  or  her  studies   and  has 
financial  need  through  Canada  and  Alberta  Student  Loans  Plans. 
A  loan  must  be  repaid  at  a  rate  set  by  the  oank  where  it  was 
negotiated.   Interest  is  charged  starting  six  months  after  you  cease 
being  a  full-time  student.  Until  that  time,  interest  on  your  loan  is 
paid  by  the  Federal  and  Provincial  Governments.  The  maximum  of 
Federal  and  Provincial  loan  aid  one  may  receive  is  $^  300.00  per 
academic  year. 

(5)      Remissions  -  This  is  a  portion  paid  on  you  loan  by  the  government 
if  you  meet  certain  requirements. 

In  general,   assistance  is  available  to  any  eligible  full-time  student  in 
an  approved  course  of  studies  at: 

an  Alberta  university 

an  Alberta  public  college  or  college  in  affiliation  with  the  University  of 
Alberta 

an  institute  of  technology,  agricultural  or  vocational  college 
any  nursing  school 
Banff  Centre 

privately  operated  commercial  colleges  in  Alberta 

Information  and  application  forms  for  assistance  are  usually  available 
through  the  office  of  the  Registrar  or  Student  Awards  Office  of  the  institution 
you  are  attending  or  planning  to  attend  or  from  the  Students  Finance  Board. 


$150.00. 


Students  Finance  Board 
10th  Floor,   Baker  Centre 


Students  Finance  Board 
3rd  Floor,  Guido  Building 


10025  -  106  Street 
Edmonton,  Alberta 
T5J  1G7 


805  -  9  Street  SW 
Calgary,  Alberta 
T2P  2Y6 


Telephone  ^27-2740 


Telephone  261-6344 
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Alberta  and  Canada  Student  Loans 

Loan  assistance  offered  by  the  federal  and  provincial  governments  is 
based  on   need  and  is  offered  as  a  supplement  to  your  own  resources  and  those 
of  your  family.   It  is  calculated  on  a  number  of  factors  and  the  final  amount 
you  are  eligible  for  will  depend  upon  the  length  and  cost  of  the  program  you 
are  considering,  marital  status  and  the  financial  circumstances  of  your  family. 

All  students  are  expected  to  work  full-time  during  holiday  breaks  and 
save  tov/ards  their  education.  As  well,  if  the  student  is  dependent,   parents  are 
expected  to  contribute  to  living  and  education  expenses  to  the  degree  that  they 
can  afford  to  do  so.   If  the  student  is  married,   his  or  her  spouse  is  expected  to 
contribute  unless  both  persons  are  students. 

Students  applying  for  loans  should  be  cautioned  to  remember  that  these 
must  be  repaid  after  graduation  or  upon  withdrawal  from  your  course.  At  that 
time,   you  may  have  other  responsibilities  or  needs  for  that  money.   Borrow  only 
as  much  as  you  absolutely  need.  Applications  for  loans  must  be  completed  two 
months  prior  to  beginning  your  course  of  studies. 

In  order  to  be  eligible  for  a  loan  remission  you  must  satisfy  the  Students 
i^inance  Board  that: 

your  savings  toward  your  education  have  been  adequate  in 
relation  to  your  earnings; 

your  parents  or  spouse  made  an  adequate  contribution  towards 
paying  for  your  education,  and 

-  you  maintained  full-time  enrollment  during  those  periods  for 
wiiich  you  received  assistance. 

You  must  apply  for  a  loan  remission.  The  remission  is  not  automatically 
given  to  all  students.   Under  current  policy,   the  Board  may  reuay  a  maximum 
of: 

50%  of  the  amount  you  borrowed  in  your  first  year  of  studies, 

-  ^0%  of  the  amount  you  borrowed  in  your  second  year  of 
studies,  and 

25%  of  the  amount  you  borrowed  in  any  subsequent  year  of 
studies . 


Scholarships 

The  following  scholarships  of  probable  interest  to  high  school  students 
are  among  those  administered  through  the  Students  Finance  Board: 

Alexander  Rutherford  Scholarships  for  High  School  Achievement 

Named  in  honour  of  Alberta's  first  Premier  and  Minister  of 
Education,   these  scholarships  are  based  on  academic  achievement  in 
grades  10,   11,   and  12.   Scholarships  of  up  to  $1  500  may  be 
awarded  for  post-secondary  study  at  colleges,   technical  schools  or 
universities . 


Application  deadlines:  July  1  and  December  1. 
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Province  of  Alberta  Scholarships 

These  $150.00  scholarships  are  awarded  each  year  to  students 
graduating  from  grade  12  and  undergraduate  students  on  the  basis 
of  academic  achievement.   In  order  to  qualify,   high  school  students 
require  an  average  of  80%  or  higher  in  four  designated  subjects 
while  undergraduate  students  require  a  grade  point  average  of  7.5 
on  the  9  point  scale,  or  3.5  on  the  4  point  scale.  Students  must 
currently  be  enrolled  in  undergraduate  or  degree  transfer  programs 
at  post-secondary  institutions.  Students  enrolled  in  professional 
programs  such  as  medicine,   dentistry,   law,  chiropractics ,  optometry 
and  veterinary  medicine  are  not  eligible  to  apply. 

Charles  S.  Noble  Scholarships 

Charles  S.  Noble  was  one  of  Alberta's  greatest  agricultural 
entrepreneurs  and  inventors.  Charles  S.  Noble  Scholarship  program 
provides  the  opportunity  for  individuals  or  groups  to  put  forth 
proposals  for  the  creation  of  new  scholarships. 
To  date,  two  scholarship  programs  have  been  established: 

1.  Charles  S.  Noble  Scholarships  for  Study  at  Harvard  -  provides 
the  opportunity  for  outstanding  Alberta  students  to  pursue 
undergraduate  study  at  Harvard.  Two  scholarships  of  $10  000 
may  be  awarded  annually. 

2.  Charles  5.  Noble  Scholarships  for  Junior  "A"  Hockey  -  provides 
the  incentive  and  means  for  junior  age  hockey  players  to 
continue  their  post-secondary  education.  Qualifying  athletes 
must  be  nominated  by  their  team.  Five  scholarships  of  $650.00 
are  available  each  year. 


Louise  McKinney  Post-Secondary  Scholarships 

These  scholarships  were  named  in  honour  of  the  first  woman  elected 
to  the  Alberta  Legislature.  Louise  McKinney  was  one  of  the  "famous 
five"  who  won  the  right  for  Canadian  women  to  be  recognized  as 
"persons".  Scholarships  are  valued  at  $3  000.00  for  study  in  an 
undergraduate  program  and  $6  000.00  for  study  in  professional 
programs  such  as  medicine,  law,  dentistry,  optometry  and 
veterinary  medicine.  Students  studying  in  Alberta  are  nominated  by 
the  institution  attended  on  the  basis  of  exceptional  academic 
achievement.  Alberta  students  studying  outside  the  province  may 
qualify  if  their  programs  of  study  are  not  offered  in  Alberta  and 
they  have  a  class  standing  that  places  them  in  the  top  2%  of  their 
programs.  These  students  apply  directly  to  the  office  of  the  Alberta 
Heritage  Scholarship  Fund. 

Application  deadline:  June  1. 
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Jimmie  Condon  Athletic  Scholarships 

Jimmie  Condon  was  a  longtime  supporter  and  promoter  of  amateur 
sports  in  Calgary.     Qualifying  athletes  must  be  nominated  by  their 
educational  institutions  or  sports  associations  in  Alberta.  Awards 
are  valued  at  $1  000.00. 

Alberta  Women's  Secretariat  "Persons  Case"  Scholarships 

These  scholarships  are  awarded  annually,  on  a  basis  of  academic 
standing  and  the  applicant's  financial  situation,  to  full-time 
students  at  universities  or  public  colleges  in  Alberta.     The  value  of 
each  scholarship  may  be  up  to  $2  000.00. 

Application  deadline:     September  30. 
United  World  College  Scholarships 

Each  year  the  Alberta  government  awards  eight  scholarships  for 
attendance  at  the  six  United  World  Colleges.     These  scholarships 
recognize  superior  academic  achievement,  community  involvement  and 
extra-curricular  activities.   '  Each  scholarship  covers  the  costs  of 
room  and  board,  tuition  and  one  return  trip  between  the  student's 
home  and  the  institution. 

The  United  World  Colleges  are  co-educational  residential  institutions 
providing  two  years  of  education  following  grade  11.     Students  in 
the  process  of  completing  grade  11  who  are  interested  in  these 
awards  should  contact  their  school  principals.     Deadline  for 
application  is  March  1st. 

Pope  John  Paul  11  Commemorative  Scholarships 

These  scholarships  were  established  in  honour  of  the  visit  of  His 
Holiness,  Pope  John  Paul  11,  to  Alberta  in  September  of 
Applicants  must  be  enrolled  full-time  at  a  post-secondary  institution 
in  Alberta  at  either  the  undergraduate  or  master's  level.  Awards 
are  valued  at  $5  000.00  and    $10  000.00  respectively  with  preference 
given  to  students  enrolled  in: 

(a)  native  studies;  or 

(b)  international  studies  with  respect  to  third  world 
countries;  or 

(c)  ecumenical  studies. 

Both  course  content  and  academic  performance  will  be  considered  in 
the  selection  of  recipients. 

A  maximum  of  two  scholarships  will  be  awarded  at  the  under- 
graduate level  and  four  at  the  master's  level. 

Application  deadline:     Master's  -  February  1 


Undergraduate  -  July  1 
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Grants,  Bursaries  and  Prizes 

The  following  grants,  bursaries  and  prizes  of  interest  to  high  school 
students  are  administered  through  the  Students  Finance  Board: 

Province  of  Alberta  Prizes 

Prizes  of  $150.00  may  be  awarded  to  students  registered  in  diploma 
or  certificate  programs  of  not  less  than  l6-weeks  duration  at 
approved  institutions.     These  prizes  are  awarded  on  the  basis  of 
academic  excellence  with  recipients  nominated  by  the  institution 
attended. 

High  School  Bursaries 

A  student  who  requires  financial  assistance  to  be  able  to  remain  in 
either  junior  or  senior  high  school  may  be  eligible  for  a  bursary 
of  up  to  $300.00  per  school  year.     Eligibility  is  based  on  the 
financial  situation  of  the  parents  or  guardian.     The  Board  must 
also  be  satisfied  that  the  student  is  maintaining  a  satisfactory 
academic  achievement  level. 

Application  for  this  bursary  must  be  made  on  behalf  of  the  student 
by  parents  or  guardian  and  the  school  principal. 

Adult  High  School  Grants 

Adult  students,  who  are  registered  at  an  approved  high  school  or 
in  a  high  school  program  approved  by  the  Board,   may  be  eligible 
to  receive  either  a  loan  and/or  grant.     In  order  to  qualify  as  an 
adult  high  school  student,  you  must  meet  one  of  the  following 
criteria : 

you  must  be  18  years  of  age  or  older  and  you  must  not  have 
been  in  attendance  at  school  in  the  preceding  year;  or 

you  must  be  married;  or 

you  must  have  dependents. 

Note:  If  you  are  an  adult  student  attending  courses  sponsored  under 
the  Alberta   Vocational  Training  Program  or  by  Employment  and 
Immigration  Canada  ^  you  are  not  eligible  to  receive  grant 
assistance  under  this  program. 

High  School  Maintenance  Grants 

High  school  students,  who  are  no  longer  eligible  to  receive 
financial  assistance  through  Alberta  Social  Services  and  Community 
Health  because  they  have  reached  the  age  of  18,  may  be  eligible  to 
recieve  grants  with  a  maximum  value  of  $5  000.00  per  school  year. 
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Bursaries  for  Part-Time  Students 

Part-time  students  who  are  enrolled  in  courses   (including  adult 
further  education  courses)   approved  by  the  Students  Finance  Board, 
may  be  eligible  for  a  maximum  bursary  of  $300«00  per  semester. 
These  bursaries  are  awarded  on  the  basis  of  financial  need  as 
determined  by  the  Board,   and  are  intended  to  cover  the  costs  of 
tuition,  books,  babysitting  and  travel  (if  required). 


Northern  Alberta  Development  Council  Bursaries 

Students  who  have  been  long-term   (three  year  minimum)   residents  of 
Alberta,   particularly  those  from  the  north,   may  apply  for  this 
bursary.     In  198^/85  the  maximum  award  for  a  single  student  was 
$3  500.00  per  academic  year,   and  for  a  married  student  or  student 
with  dependents  was  $6  000.00  per  academic  year.     The  actual 
amount  of  the  bursary  is  determined  on  the  basis  of  financial  need. 
Preference  will  be  given  to  students  nearing  completion  of  their 
programs . 

Recipients  of  the  bursary  are  selected  by  a  committee  and  must  sign 
an  agreement  to  work  in  the  northern  areas  of  the  province  one 
year  for  each  year  of  full  bursary  support.     In  certain  areas  of 
the  north,  two  years  of  service  are  required  for  each  year  of 
bursary  assistance. 

Application  deadline:     June  30. 


Banff  Centre  Bursaries 

Bursaries  to  the  maximum  of  tuition  fees  may  be  awarded  to 
students  enrolled  in  visual  and  performing  arts  programs  at  the 
Banff  Centre  for  Continuing  Education.     The  amount  of  each  bursary 
is  determined  by  the  student's  financial  need  and  individual 
applications  must  be  submitted  through  the  Banff  Centre  for 
Continuing  Education. 

Education  of  Service  Men's  Children  Bursaries 

These  bursaries  are  awarded  to  children  of  disabled  war  veterans 
to  assist  them  in  meeting  their  educational  costs  in  Grades  9  to  12 
inclusive. 


Supplemental  Assistance  Grants 

If  you  are  an  undergraduate  student  and  have  a  demonstrated  need 
for  assistance  which  exceeds  the  $^  300.00  student  loan  maximum 
per  academic  year,   you  may  be  eligible  for  a  Supplemental  Assistance 
Grant  to  a  maximum  of  an  additional  $2  500,00  per  academic  year. 
Further  grants  may  be  available  for  students  enrolled  in  programs 
which  are  longer  than  the  normal  academic  year. 
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Maintenance  Grants 

These  grants,  to  a  maximum  of  $6  000.00  for  an  eight  month 
academic  year  or  $9  000.00  for  a  twelve  month  period,  are  available 
to  students  who  do  not  have  normal  prospects  of  completing  their 
education  with  the  regular  assistance  available  under  the  other 
programs.     Students  considered  for  these  grants  include  special 
needs  groups,   such  as  single  parents,  disabled  persons,  and 
individuals  of  native  ancestry.     Support  is  normally  limited  to  a 
maximum  of  four  years  of  undergraduate  study  as  the  grant  is 
designed  to  ensure  that  students  have  a  chance  to  acquire  under- 
graduate degrees.     During  the  first  two  years  of  study,  students 
are  normally  expected  to  take  full  advantage  of  student  loan 
programs  before  accessing  the  grant.     During  subsequent  years  of 
study,   students  may  not  be  required  to  take  the  maximum  loan 
before  receiving  a  Maintenance  Grant.     Throughout  the  program 
students  are  eligible  for  remission  benefits. 

Alberta  Educational  Opportunity  Equalization  Grants 

Grants  to  a  maximum  of  $2  000.00  may  be  provided  to  a  dependent 
student  whose  program  of  study  is  not  available  within  normal 
commuting  distance  of  the  parents'   home.     The  grant  is  designed  to 
help  offset  the  additional  costs  incurred  by  students  in  this 
situation. 


To  be  eligible  you  must  demonstrate  financial  need. 
Music  Education  Development  Grants 

Grants  are  available  to  Alberta  residents  who  wish  to  study  at 
Alberta  universities  in  order  to  become  elementary  or  secondary 
school  teachers  of  instrumental  or  choral  music.     Grants  are  valued 
at  $2  000.00  for  each  full  course  equivalent  to  a  maximum  of 
$20  000.00  for  two  years  of  study.     Recipients  are  required  to  sign  a 
return  service  agreement. 

Deadline  for  receipt  of  applications  is  April  30. 

More  detailed  information  is  available  from: 

Office  of  the  Fine  Arts  Consultant 

Alberta  Education 

Edmonton  Regional  Office 

11160  Jasper  Avenue 

Edmonton  ,  Alberta 

T5K  0L2 
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Grants  for  Disabled  Persons 

The  Board  may  issue  grants  to  a  maximum  of  $1  000.00  per  semester 
to  students  who  require  special  assistance  due  to  physical  or  mental 
disabilities . 

Alberta  Motion  Picture  Industry  Training  Grants 

These  grants  are  available  to  members  of  the  motion  picture 
industry  who  wish  to  further  develop  their  skills  by  participating 
in  short  courses  or  seminars. 

On-the-job  training  assistance  is  also  available  to  assist  students 
who  have  recently  graduated  and  wish  to  acquire  practical 
experience  within  the  motion  picture  industry.  More  detailed 
information  and  application  forms  may  be  obtained  from: 

Alberta  Motion  Picture  Industry  Training  Program 

Selection  Committee 
c/o  Students  Finance  Board 
11th  Floor,   Baker  Centre 
10025  -  106  Street 
Edmonton,  Alberta 
T5J  1G7 

Vocational  Teacher  Development  Grants 

These  grants  are  available  to  students  willing  to  work  to  provide 
service  to  a  school  board  or  educational  institution  which  is  under 
the  jurisdiction  of  the  Minister  of  Education.  Students  may  receive 
a  grant  of  $2  200.00  for  each  full  course  equivalent  to  a  maximum 
grant  of  $22  000.00  for  two  years  of  study.  To  be  eligible  a 
student  must: 

-  be  the  holder  of  a  certificate  of  qualifications  under  the 
Manpower  Development  Act  and  Regulations  thereunder,  or 
have  vocational  training  that  is  acceptable  to  the  Students 
Finance  Board;  and 

-  be  enrolled  in  a  course  of  studies  approved  by  the  Board 
which  leads  to  Vocational  Teacher  Certification. 

Students  entering  a  program  directly  from  high  school  may  be 
eligible  for  a  grant  of  $500.00  per  full  course  equivalent,  to  a 
maximum  of  $2  500.00  per  academic  year.  This  grant  may  be 
available  for  a  maximum  of  five  years  of  study. 

Further  information  and  application  forms  may  be  obtained  from: 

Alberta  Education 

3rd  Floor,  Devonian  Building,  West 
11160  Jasper  Avenue 
Edmonton,  Alberta 
T5K  0L2 
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Ukrainian  Language  Development  Grant 

A  maximum  grant  of  $2  000.00  per  year  is  available  to  students  who 
are  pursuing  studies  designed  to  enhance  the  teaching  of  the 
Ukrainian  language  in  Alberta.     In  order  to  be  eligible  for  this 
grant,  a  student  must  be  recommended  by  the  Minister  of  Alberta 
Education  or  his  designate. 

Further  information  and  application  forms  may  be  obtained  from: 

Office  of  the  Curricular  Assistant 
Ukrainian  Language  Program 
Alberta  Education 

2nd  Floor,   Devonian  Building,  West 
11160  Jasper  Avenue 
Edmonton,  Alberta 
T5K  0L2 


Other  Aid  Available 

Many  private  individuals,  organizations  and  firms  offer  scholarships, 
prizes,  bursaries  and  grants.     A  listing  of  the  aid  available  to  students  of 
the  institution  you  plan  to  attend  is  usually  available  at  the  registrar's  office, 
or  in  the  college,  university  or  technical  institute  calendar.     You  may  also 
contact  the  Students  Finance  Board  for  the  booklet  Awards  and  Scholarships, 
Directory  for  Albertans  Entering  Post-Secondary  Institutions  -  a  listing  of 
private  student  aid. 

V/e  will  now  look  at  several  aid  programs  available  directly  through 
provincial  and  federal  departments  -  Alberta  Manpower,  Alberta  Advanced 
Education,  Alberta  Social  Services  and  Community  Health  and  Employment 
and  Immigration  Canada. 

Federal-Provincial  Bilingual  Education  Program 

This  program  is  administered  by  Alberta  Advanced  Education .     It  is 
comprised  of  eight  different  awards  designed  to  assist  students  in  acquiring 
fluency  in  Canada's  official  languages,  as  well  as  to  aid  teachers  instructing 
in  these  languages.     For  further  information,  contact  the  Co-ordinator ,  Second 
Language  Programs,  7th  Fl.,   Devonian  Bldg.   East,   11160  Jasper  Ave.,  Edmonton, 
Alberta,  T5K  OLl  . 

Summer  Language  Bursaries  of  $1  260.00  are  available  to  full-time  students 
who  have  post-secondary  status  (a  minimum  of  67  high  school  credits).  These 
bursaries  are  designed  to  make  it  possible  for  students  to  learn  their  second 
language  during  a  six-week  immersion  course  at  a  Canadian  institution. 

Summer  Language  Bursaries  for  Francophones  are  intended  to  make  it 
possible  for  French-speaking  students,  from  minority  areas,  to  perfect  their 
mother  tongue  and  improve  their  knowledge  of  their  culture.     Bursaries  of 
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$1  260.00  each  are  awarded  to  full-time  students  who  have  post-secondary 
status   (minimum  67  high  school  credits).     Bursary  recipients  who  successfully 
complete  the  six-week  course  will  receive  the  cost  of  return  fare  to  their 
homes. 

Other  provisions  of  this  program  help  students  who  want  to  study  after 
high  school  in  a  location  where  their  studies  are  taught  in  French,  teachers 
who  wish  to  become  more  fluent  in  French,   and  persons  who  wish  to  act  as 
part-time  assistants  to  French  language  teachers. 

Social  Allowance  Program 

For  those  who  are  eligible  for  social  allowance  and  cannot  obtain 
employment,  especially  single  parents,  Alberta  Social  Services  and  Community 
Health  can  make  special  provision  for  upgrading,  training  or  short-term 
career-oriented  education  to  help  individuals  become  self-sufficient.  Skill- 
training  programs  leading  towards  certificates  or  diplomas  that  are  completed 
in  two  years  or  less  may  be  considered,   as  well  as  any  other  length  of  time 
required  for  upgrading. 

If  you  are  currently  receiving  social  assistance    ask  your  social  worker 
to  refer  you  to  an  Employment  Opportunity       Counsellor  who  will  discuss  your 
training  opportunities  with  you.     Your  educational  needs  will  be  assessed  and, 
if  an  upgrading  or  a     skill-training  program  is  appropriate.  Alberta  Social 
Services  and  Community  Health  may  provide  you  with  assistance  to  cover  the 
cost  of  tuition,  books  and  supplies,  babysitting  and  travel. 

Contact  your  social  worker  at  least  six  weeks  prior  to  the  start  of  any 
program  you  are  considering. 

Employment  and  Immigration  Canada  Training  Programs 

Employment  and  Immigration  Canada  provides  funding  to  adult 
Albertans  without  marketable  skills  who  wish  to  take  academic  upgrading  or 
skill-training  programs  that  are  not  more  than  one  year  in  length. 

To  qualify  for  skill-training  programs  applicants  must  be  beyond  the 
school  leaving  age  of  16  years  in  the  province  of  Alberta  and  have  been  out 
of  the  public  school  system  for  twelve  months  or  more.     To  qualify  for 
upgrading  courses  towards  employment,   skill-training  programs  or  apprenticeshi 
programs,   applicants  must  be  18  years  of  age  and  out  of  the  public  school 
system  for  two  years. 

For  more  information  contact  a  counsellor  at  the  Canada  Employment 
Centre  nearest  you. 
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Alberta  Vocational  Training  Programs 

Administered  by  Alberta  Manpower,  the  Alberta  Vocational  Training 
Program  is  designed  for  adults  who  have  minimal  job  skills  or  who  have  not 
completed  sufficient  high  school  study  to  enter  a  trade  or  vocational  program. 
This  program  helps  those  needing  academic  upgrading  to  qualify  for 
apprenticeship  training,  vocational  training  or  other  schooling.   It  also 
assists  people  geographically  removed  from  ordinary  opportunities  for  training 
and  employment.  Programs  are  offered  through  Alberta  Vocational  Centres 
in  Calgary,  Edmonton,  Lac  La  Biche,  Grouard  and  a  Community  Vocational 
Centre  in  Slave  Lake. 

To  be  eligible  for  assistance,  individuals  must  be    unemployed  or 
underemployed,   residents  of  Alberta,   and  out  of  public  school  for  at  least 
one  year.  Also  they  must  be  able  to  show  that  they  cannot  finance  their 
education  or  training  with  their  own  resources  and  that  they  are  capable  of 
benefitting  from  education  or  training. 

Anyone  who  has  been  unable  to  obtain  assistance  from  Employment 
and  Immigration  Canada  and  is  interested  in  obtaining  assistance  through 
the  Alberta  Vocational  Training  Program  is  advised  to  contact  one  of  the 
counsellors  at  an  Alberta  Vocational  Centre  or  one  of  the  Alberta  Career 
Centres  listed  at  the  end  of  this  lesson. 


Vocational  Rehabilitation  of  Disabled  Persons  Program 

This  program  is  administered  by  Alberta  Manpower  and  is  designed  to 
assist  those  persons  who  are  unable  to  gain  reasonable  employment  or  who 
must  change  employment  because  of  permanent  mental  or  physical  disability. 

Persons  who  have  been  Alberta  residents  for  one  year,  are  18  years  of 
age  or  older,  who  are  unemployed  and  who  can  satisfy  Alberta  Manpower  that 
the  training  requested  will  help  them  become  self-sufficient  may  receive 
assistance  in  financing  a  full-time  period  of  training.  This  assistance  may 
include  tuition  fees,  books,  supplies,  equipment  and  a  training  allowance. 

This  program  is  funded  jointly  by  Alberta  Manpower  and  Employment 
and  Immigration  Canada  and  persons  receiving  assistance  through  other 
programs  such  as  the  Canada  Employment  Program,  Workers'  Compensation 
and  the  Department  of  Veterans'  Affairs  would  not  be  eligible  for  sponsorship. 

Alberta  Manpower  Career  Centres 

If  you  are  out  of  school  and  need  some  help  in  exploring  a  suitable 
career  goal  for  yourself  and  deciding  what  financial  aid  is  available  to 
you,  you  may  make  an  appointment  with  a  counsellor  at  one  of  the  following 
centres . 

Do  this  well  in  advance  of  the  time  you  wish  to  begin  a  training 
program. 
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Bonnyville  Office 

Box  1798 

101  Admin.  Building 
5008  -  50  Avenue 
Bonnyville,  Alberta 
TOA  OLO 

Phone:  826-^175 


Edmonton  Office 

101  Sun  Building 
10363  -  108  Street 
Edmonton,  Alberta 
T5J  1L8 

Phone:  427-5659 


Lethbridge  Office 

400  Professional 

Building 
740  -  4  Avenue  South 
Bag  Service  3014 
Lethbridge,  Alberta 
TIJ  4C7 

Phone:  329-5444 


Calgary  Office 

2nd  Floor 
805  -  9  Street  SW 
Calgary,  Alberta 
T2P  2Y6 

Phone:  297-6347 


Fort  McMurray  Office 

7th  Floor  West  Tower 
Jubilee  Centre 
9915  Franklin  Avenue 
Fort  McMurray,  Alberta 
T9H  2K4 

Phone:  743-7207 


Medicine  Hat  Office 

302  Provincial  Building 
770  -  6  Street  SW 
Medicine  Hat,  Alberta 
TIA  4J6 

Phone:  529-3683 


Camrose  Office 

BllO  Provincial  Building 
4867  -  50  Street 
Camrose,  Alberta 
T4V  1P6 

Phone:  679-1275 


Grande  Prairie  Office 

Provincial  Building 
1201  -  10320  -  99  Street 
Grande  Prairie,  Alberta 
T8V  6J4 

Phone:  538-5348 


Lloydminster  Office 

Provincial  Building 
Phone:     875-5506  RITE 


High  Level  Office 

2nd  Floor 

Provincial  Building 
High  Level,  Alberta 
TOH  IZO 

Phone:  926-2661 


Peace  River  Office 

P.O.   Box  2,   Bag  900 
Kit's  Building 
10016  -  101  Street 
Peace  River,  Alberta 
TOH  2X0 

Phone:  624-6211 


Red  Deer  Office 

3rd  Floor,  West 
Provincial  Building 
4920  -  51  Street 
Red  Deer,  Alberta 
T4N  6K8 

Phone:  340-5353 


Hinton  Office 

Promway  Building 
112  McLeod  Avenue 
Hinton,  Alberta 
TOE  IBO 

Phone:  865-3361 


Pincher  Creek  Office 

226  Provincial  Building 
782  Main  Street 
Box  2138 

Pincher  Creek,  Alberta 
TOK  IWO 

Phone:  627-3922 


St.  Paul  Office 

Box  1989 

100  Melenchuk's  Mall 
ST.  Paul,  Alberta 
TOA  3A0 

Phone:  645-6383 


For  more  information  Dial  0  and  ask  for  Zenith  22140 
In  Edmonton,  call  422-4266 
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Exercise  1 :     True  or  False 

(1)      Private  trade  schools  and  Alberta  Vocational  Centres  are  set 
up  basically  for  people  who  did  not  graduate  from  high 
school. 


(2)  Courses  at  the  Alberta  College  of  Art  are  quite  inexpensive. 

(3)  Courses  at  Alberta  Vocational  Centres  are  often  subsidized 
by  government  departments. 

(zi)      A  married  student's  spouse  is  expected  (by  the  Students 
Finance  Board)  to  contribute  to  the  student's  expenses. 


(5)  The  Banff  Centre  offers  various  types  of  management  courses 
as  well  as  the  regular  fine  arts  courses. 

(6)  Scholarships  are  given  to  students  displaying  high  levels  of 
skill  in  a  specific  area. 


(7)      Any  certificate  from  a  course  taken  in  Alberta,  whether 
offered  by  a  public  or  a  private  school  is  acceptable  to 
Alberta  employers. 


(8)  Even  if  a  contract  is  signed  with  a  private  school,  you  can 
still  obtain  a  refund  if  you  change  your  mind  about 
continuing  the  course. 

(9)  Cosmetology  is  another  term  for  the  art  of  "hairdressing" . 

(10)  It  is  possible  to  get  training  in  auctioneering,  scuba 
diving,  and  modelling  in  Alberta. 

(11)  Through  the  Students  Finance  board,  any  full-time  student 
can  obtain  a  loan  in  order  to  continue  studies. 


(12)    Bursaries  are  often  provided  to  students  training  in  areas 
which  are  short  of  personnel. 


(13)     Upon  the  student's  graduation,  the  government  automatically 
pays  for  or  remits  part  of  a  student's  Student  Loans. 
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(14)     Scholarship  funds  are  set  up  mainly  for  those  with  special 

abilities  while  loans  are  available  to  most  average  students. 


Exercise  2:  Explanation 

Explain  in  your  own  words  the  differences  between  scholarships,  bursaries, 
and  loans. 
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Exercise  3:  A  Case  Study 

A  student  from  Peace  River  plans  to  attend  the  University  of  Alberta  and  study 
Science  with  hopes  of  entering  Medicine  in  the  future. 

(1)  Estimate  David's  expenses  for  the  first  year  (See  Lesson  8). 

Tuition  and  Fees   

Books  and  Supplies   

Living  Costs   

Transportation   

TOTAL   

(2)  David's  Grade  12  average  is  72%.  He  comes  from  a  family  of  eight,  and 
the  father's  income  is  $950.00  per  month. 


(a)      What  types  of  financial  assistance  may  David  reasonably  consider 
applying  for?  To  which  agency(ies)   would  he  apply? 
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Exercise  4:  Choices 

An  engineering  student  is  in  the  third  year  of  a  four  year  course  in 
Engineering.   This  person  does  not  have  enough  money  to  coraplete  the  course 
at  the  University  of  Alberta.   There  are  two  choices:    (1)   take  a  full-time  job 
in  a  laboratory  for  $950.00  take-home  pay  monthly  (which  would  mean  putting 
aside  an  education)   and  save  money  to  complete  the  course,  or  (2)   work  part- 
time  and  apply  for  a  loan  through  the  Students  Finance  Board. 

V/hich  is  the  better  financial  arrangement,   and  wny?  Give  at  least  two  reasons. 
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Exercise  5:  Types  of  Financial  Assistance 

Basic  financial  assistance  is  available  to  students  entering  Alberta  training 
programs  in  the  form  of: 

(a)  loans 

(b)  scholarships 

(c)  grants  or  bursaries 

In  each  case  below,  write  the  type  of  assistance  the  person  may  be  eligible  for 
in  the  blank  provided,    if  you  can  be  more  specific  than  the  terms  in   (a)  to 
(c)   indicate,   do  so. 

(1)      Murray  Losinski  has  studied  French  in  his  first  three  years  at 

university.  He  feels  the  only  v/ay  to  really  become  bilingual  is  to  totally 
immerse  himself  in  the  Quebec  environment  for  another  year  of  study. 


Example:      BURSARY  PROGRAM  -  FEDERAL  BILINGUAL  EDUCATION  PROGRAM 


(2)      I'/irs.  Smith,  recently  divorced  and  with  no  job  skills,  knows  that  she 
would  enjoy  working  in  a  hospital  setting,   perhaps  as  a  nurse's  aide. 
She  must  support  her  family  and  wants  to  get  into  the  work  force 
quickly. 


(3)      Sam  is  in  Grade  11  and  his  family  is  finding  it  very  difficult  to  find 
enough  money  for  the  fees  and  books  needed  for  his  program. 


(4)      Marjorie  has  a  90%  average  in  Grade  12  and  has  chosen  to  enter  Chemical 
Engineering  at  tne  University  of  Alberta. 


(5)      John  obtained  a  65%  average  in  Grade  12,  worked  at  a  local  Safeway 
during  the  summer,  and  has  a  part-time  job  starting  in  September.  He 
wishes  to  attend  Olds  College. 
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(6)      Denise,   an  outstanding  student  of  French,  wishes  to  study  Oral  French 
after  completing  high  school. 


(7)      Sam  from  Fort  Saskatchewan  wants  to  enter  the  Misericordia  Hospital 
School  of  Nursing  in  Edmonton. 


(8)      Susan  is  a  single  mother  who  wishes  to  begin  a  part-time  evening 

program  at  Grant  McEwan  College.  She  knows  she  will  have  problems 
financially  in  covering  the  costs  of  tuition,  books  and  babysitting 
services  for  her  young  daughter. 


(9)      Henry  wants  to  begin  an  apprenticeship  program  as  an  electrician,  but 
can't  meet  the  academic  requirements  without  some  upgrading  of  his 
education. 


(10)  Max  was  working  in  construction.  He  badly  shattered  his  leg  during  a 
leisure  activity  and  can  no  longer  do  this  type  or  work.  He  wishes  to 
train  in  a  trades  area  which  will  emphasize  working  with  his  hands. 


End  of  Lesson  10 
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FINDING  A  JOB 


Holding  a  job  should  provide  true  satisfaction. 
If  you  have  enjoyed  your  day^s  work,  your 
recreation  hours  will  be  more  meaningful. 
Work  gives  one  a  sense  of  values  —  a  place 
in  the  world.     It  usually  means  comfortable 
living  conditions,   security,   respect  for 
yourself,   and  independence. 


It  is  rare  to  find  a  person  who  at  sometime  did  not  need  to  find  a  job. 
Because  work  is  so  important  to  all  of  us,  whether  we  drop  out  of  school, 
graduate  from  high  school,  or  go  on  to  a  post  secondary  institution,   an  entire 
lesson  is  being  devoted  to  the  process  of  job  hunting. 

Everyone  must  know  how  to  search  for  a  job.     The  technique  is  the  same 
whether  we  wish  to  work  part-time  or  full-time.     Application  forms  must  be 
filled  in,  letters  written,   resumes  formed,   and  interviews  arranged.     It  is 
useful  for  us,  then,  to  know  how  to  do  these  things  correctly  and  how  to 
conduct  ourselves  during  an  interview. 

Our  first  step  is  to  KNOW  WHERE  TO  LOOK  FOR  JOBS. 

•  Study  the  job  market.     Look  through  trade  journals, 
newspapers,   and  professional  publications. 

•  Use  the  "Yellow  Pages"  to  make  a  list  of  all  the 
employers  who  might  be  able  to  use  your  skills. 

•  Friends,  relatives  and  business  acquaintances  can 
be  of  help.     The  most  common  way  people  get  jobs 
is  through  contacts  —  someone  knows  about  the 
opening  and  tells  the  worker.     Or,   adiilts  speak  to 
the  foreman  about  the  job-seeker.     Or,   a  teacher 
may  call  a  possible  employer  and  then  introduce  a 
student  to  the  employer. 

•  Placement  agencies  often  advertise  in  magazines  or 
newspapers.     Use  caution  here:    some  charge  the 
employer  when  they  find  a  suitable  employee  but 
others  may  charge  the  job- seeker  a  fee. 
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•  The  government  operates  the  Canada  Manpower  Centres 
which  hold  many  job  listings  and  have  job  counsellors 
who  will  help  you  find  suitable  work. 

•  The  Provincial  and  Federal  Governments  have  constant 
openings  at  all  job  levels  in  small  towns  as  well  as 

in  cities.     They  offer  on-the-job  training  and  many 
fringe  benefits.     The  pay  may  not  be  as  lucrative  as 
in  many  private  companies,   but  the  work  will  provide 
one  with  valued  experience  needed  to  rise  to  higher 
paid,  more  responsible  positions. 

•  Look  through  the  business  section  of  the  newspaper.  If 
you  see  a  new  business  opening  in  your  area,   send  in 
a  letter  of  application.     It  will  not  hurt  to  have  your 
letter  on  file  when  the  need  for  employees  is  advertised. 
You,  most  likely,  will  have  the  first  chance  for  an 
interview  if  your  application  is  already  at  the  employer's. 

•  If  all  else  fails,   you  can  create  a  job  for  yourself. 
Maybe  there  is  someone  who  needs  extra  help  or  there 
is  a  particular  place  you  would  like  to  work.     ASK  — 
maybe  you  can  make  a  job  —  then  fill  it. 

In  looking  for  a  summer  job,   check  with  employers  whose  business 
increases  during  the  summer  season  —  construction  companies,  farmers,  resort 
operators,   hotels,   restaurants,   or  store  keepers.  Recreation  jobs,  for  example: 
park  supervisor,   playground  leader,  lifeguard,   or  tourist  guide  are  abundant. 
USE  YOUR  SUMMERS  TO  ADVANTAGE  IF  POSSIBLE.     Such  experience  is 
invaluable,   especially  if  you  secure  a  job  in  an  area  related  to  that  in  which 
you  will  make  your  lifetime  work. 

For  spare  cash,   convince  the  neighbours  that  you  can  provide  valuable 
services.     Cut  grass,  wash  cars,   clean  houses,   paint  fences,   babysit,   and  do 
other  odd  jobs.     These  are  activities  every  householder  must  do.     They  are 
not  glamorous  jobs  but  are  profitable.     These  neighbour— employers  may 
become  valuable  references  for  further  work  if  you  perform  satisfactorily, 
(You  will  see  later  that  references  are  important  in  your  job  search.) 

The  methods  of  contacting  employers  vary  with  the  company  concerned  and 
the  person  applying.     For  neighborhood  odd  jobs,   you  will  not  need  to  apply 
formally  or  fill  in  application  forms.     But  for  a  summer,   permanent,   or  full- 
time  job,   one  is  required  to  fill  in  application  forms,   telephone  employers, 
write  letters,   and  obtain  all  official  certificates  and  transcripts  of  marks.  It 
is  therefore  necessary  to  make  a  folder  of  such  important  papers  to  have  on 
hand  when  you  begin  your  job  search. 
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One  of  the  purposes  of  this  lesson  is  that  each  student  does  the  activities  which 
can  be  used  in  a  job  search  —  whether  the  search  is  undertaken  this  year  or  in 
the  future.     If  you  have  examples  of  such  materials,   it  will  be  easy  to  update 
them  when  they  are  needed. 


The  step  after  finding  possible  employers  and  listing  them  is  to  apply  to 
each  one.     This  can  be  done  in    several  ways:    by  telephoning,   by  writing  an 
application  letter,   by  writing  a  covering  letter  and  resume,   or  by  completing 
an  application  form. 


CONTACTING  EMPLOYERS  BY  TELEPHONE 

You  may  see  an  advertisement  in  your  local  newpaper  or  comm.unity  news- 
letter to  which  a  telephone  reply  is  necessary.     Do  you  know  good  telephone 
manners?      Speaking  clearly,  using  proper  English,   and  giving  concise  inform- 
ative answers  will  make  a  good  impression  on  the  employer.     Read  the  . 
following  call  made  by  Nicole  ViUeneuve  to  the  employer,  Mr.  Burgess. 


SECRETARY:       Good  morning.     Woolworths  Ltd. 

NICOLE:  Good  morning.     This  is  Nicole  Villeneuve  calling.     May  I 

speak  with  the  personnel  manager? 

SECRETARY:       I  believe  Mr.  Burgess  is  in.     May  I  tell  him  who  is  calling 
please  .  .  .  and  in  what  regard  ? 

NICOLE:  My  name  is  Nicole  Villeneuve.     I  am  interested  in  discussing 

the  position  which  is  open  in  the  ladies  wear  department. 

SECRETARY:       Thank  you,  Miss  Villeneuve.     One  moment,  please, 

BURGESS:  Ronald  Burgess  here,  may  I  help  you? 

NICOLE:  This  is  Nicole  Villeneuve  calling.     Mr.  Burgess,   I  am  very 

interested  in  the  sales  position  you  advertised  in  last  night's 
paper. 

BURGESS:  Okay,   Nicole.     Tell  me  about  yourself. 

NICOLE:  Well,   I  am  eighteen  years  old,   and  I  completed  Grade  12  last 

June.     When  I  left  school,   I  started  working  as  an  office 
clerk,   but  Vve  since  found  that  I  like  working  with  the  public. 
I  am  working  part-time  at  Sampleton's.     That  job  has  provided 
me  with  experience  I  could  use  at  Woolworth's. 
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BURGESS:  Why  do  you  plan  to  leave  Sampeton's,  Nicole? 

NICOLE:  Well,   I  really  like  the  job.     But  I  was  hoping  for  full-time 

employment  and  they  do  not  have  any  openings  and  do  not 
expect  any  for  quite  some  time.     I  do  still  work  at  modelling 
part-time  and  am  using  my  spare  time  to  take  short  courses 
in  cosmetics  application  and  fashion  co-ordination. 

BURGESS:  I  see.     Tell  me  more  about  these  courses.     You've  got  me 

interested. 


NICOLE:  Okay.     Since  starting  these  courses  I  have  learned  a  great 

deal  about  clothing  quality,   co-ordinating  fabrics  and  styles 
and  choosing  modern  cosmetics  to  go  with  these  styles.  My 
boss  compliments  me  on  my  sales  and  my  ability  to  choose 
outfits  that  suit  each  customer. 


BURGESS; 
NICOLE: 

BURGESS; 


NICOLE: 


BURGESS: 
NICOLE: 


Say  —  you  probably  know  Mrs.  Rainor,  my  boss? 
I  know  her  very  well. 

She  has  offered  to  be  a  reference  for  me.     You  can  call  her 
at  the  store. 

I  may  do  that,  Nicole. 

Is  there  any  reason  you  would  like  to  work  for  this  particular 
store? 

There  are  actually  several  reasons,   Mr.  Burgess.     I  have 
gained  a  lot  of  knowledge  about  clothing  and  fashion.  You 
have  an  outstanding  fashion  department  in  which  I  could  use 
such  experience.     I  know  you  are  planning  to  expand  into 
shopping  centres  in  the  future.     I'm  very  interested  in  the 
opportunity  for  advancement  to  management.     With  further 
training  and  experience  I  hope  I'll  be  qualified  for  such  a 
position. 

Well,  thank  you  for  calling,  Nicole. 

Mr.  Burgess,  is  there  a  time  I  could  drop  around  to  discuss 
the  job  in  more  detail?     Thursday  is  my  day  off. 


BURGESS: 


Yes,  I  would  like  to  meet  you.  Come  in  on  Thursday 
morning  about  9:30. 
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NICOLE:  Certainly.     I'll  look  forward  to  it  ...   9:30  Thursday  morning. 

Mr.  Burgess,   thank  you  for  taking  the  time  to  talk  with  me 
today. 

BURGESS:  My  pleasure,   Nicole.  Good-bye. 

NICOLE:  Good-bye,  Sir. 

Now,   look  at  this  list.     Did  the  job- seeker,  Nicole  Villeneuve,  perform 
well? 


Did 

she 

introduce  herself  properly? 

Did 

she 

give  her  reason  for  calling  at  the  beginning  of  the  call? 

Did 

she 

answer  questions  of  the  employer  ? 

Did 

she 

ask  relevant  questions  of  the  employer? 

Did 

she 

orient  her  qualifications  to  the  job  ? 

Did 

she 

request  an  interview? 

Did 

she 

appear  genuinely  interested  in  the  job? 

Was 

she 

courteous  ? 

LETTERS  OF  APPLICATION 

Some  employers  request  a  letter  of  application  —  especially  if  they  have 
advertised  in  a  newspaper  or  trade  magazine.     Others,   probably  the  majority 
of  employers,   request  a  short  covering  letter  and  a  resume.     Whichever  step 
you  are  asked  to  take,   remember  that  this  will  provide  the  first  impression  of 
you  and  will  open  the  doors  to  an  interview  if  the  impression  is  favorable. 

Yo\ir  letter  of  application  alone  will  not  get  you  the  job.     Most  often  it  is 
in  the  personal  interview  that  the  employer  decides  who  is  most  suitable. 
Sometimes  this  letter  is  requested  just  to  check  the  applicant's  English  usage 
and  how  neatly  one  writes  (or  how  accurately  one  types).     It  often  weeds  out 
the  unsuitable  applicants  from  those  who  are  serious  and  qualified.     It  is  very 
important,   then,  to  be  concise,    neat,   and  organized. 
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♦  A  statement  of  how  the  applicant  learned  of  the 
vacancy  and  a  request  to  be  considered  for  the 
position,    {Notet    It  is  Important  that  you  address 
your  letter  to  a  specffic  person,  by  jiame.  Findit^g 
tile  naffle  my  be  difficult*   Telephone  the  general 
office  of  the  company.    Do  some  research.  Ask 
around.    It  will  Impress  the  personnel  titartager  that 
yotj  hctve  taken  the  tfnte  to  find,  hfs  name  and  will 
show  your  seriousness  about  getting  the  job.) 

♦  Ed^ioational  ctualiflcatiorts, 

♦  Personal  qiaal if i cations*   Under  this  area*  and  that 
above 4  tell  hm  your  education  and  personality 
qtialffies  you  for  this  particular  job. 

♦  Experience*    Poes  it  qualify  yott  for  the  job? 
Bring  this  fact  to  the  personnel  manager  *s 
attention. 

♦  A  list  of  references*   Always  ask  permission^  of 
those  you  plan  to  list.    In  selecting  names*  choose 
people  who  help  to  create  an  Impression  for  you. 
Ministers^  teachers,  principals,  or  previous 
esjjployers  are  most  suitable.    Do  not  use  friends' 
or  relatives'  names, 

^  for  an  intervl^  at  the  employer's 

...ue*  (Always  give  your  telephone  number,} 
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EXAMPLE  ONE:    APPLICATION  LETTER  OF  A  HIGH  SCHOOL  STUDENT 


432S  Mpen  Avenae 
Any  torn,  AtboAXa 

T6R  0V6 
May  7,  /979 


Wi.  EdwoAd  Vimcan 
?Q/UiOnn2Z  Maytag 2A 
WooiwoKtkii  Ltd, 
Any  torn,  AlboAta 


VzoA.  M/L.  Duncan: 

In  tkz  ApnJX  SO  aa^llq.  oi  tkz  Anytom  Bull^txn  tkviz  an 
adyjQAXyUmzwt  ion.  a  young  man  nzzdzd  cUi  a  managmznt  t/iaimt. 
Vldodd  coYUiAjdoA.  me  an  applicant  ion.  thJji  position. 

On  Jane.  30,  I  ^kall  gJiaduatz  injom  Anytom  High.  School  uoltk  a 
Bu&tne^^  Education  Diploma.    1  havz  ioltomd  the  MoAchandLUiing 
Routz  thAougkout  school  and  kavz  had  the  opponXuyUty  to  mn.k  at 
Do'lt-All  HoAdwaJiQ,  poAt-timz  ^on.  thz  pa^t  yojoA,    This  education 
and  zxpznltncc  ha^  pn.ovide,d  a  background  in  the,  buiine^^  tnd  o^ 
6al2^  and  \jaluablz  t/iaining  in  dzjctling  iA)itk  the  public, 

Dunlng  my  ^znAjon,  yean.,  I  poAticipated  in  the,  debating  club 
[becoming  "Uonth.en.n  Albenta  Top  Debaten"  at  a  pn.ovince-voide  debate] 
and  hja\je  coached  Midget  A  Hockey  oa  ia}2ZI  as  played  on  the  football 
and  ba^ketbaZZ  school  team^s, 

Mn..  Geon.ge  Davis,  managen  oi  Do-lt-All  HandwoAe,  [459-7730] 
and  Rev,  James  Baken  o]  Anytom  UnAXed  Chunch  [457-2305]  have 
kyindly  given  me  penmls^ion  to  use  thein.  name6  as  n.eien.enceA, 

Should  you  (A)lsh  to  anAange  an  inten.vim,  I  ^shall  make  myjseli 
available  at  youA  convenience.    My  home  telephone  number.  ij> 
439-4862, 

youAJS  tnxjJiy, 
John  R,  Bentley 
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In  his  application  letter,  John  Bentley  avoided  most  common  faults  made  in 
letter  writing.     These  are: 

—  overuse  of  the  pronoun  "l".     Use  "l"  as  seldom  as 
possible. 

—  failure  to  use  simple  sales  techniques.     Focus  on 
achievements  not  blunders.     John  could  have  said 
he  was  in  tenth  place  among  the  forty  debaters 
participating,   but  being  "Top  Debater  of  Northern 
Alberta"  sounds  better.     He  was  both,   but  chose 
the  one  that  built  a  more  favorable  impression. 

—  using  improper  sentence  and  paragraph  structure. 
Use  simple,   direct  language  and  correct  grammar. 

—  having  spelling  errors.     Every  word  must  be  spelled 
correctly. 

—  being  unbusinesslike.     Do  not  be  aggressive,  over- 
bearing, too  familiar,   or  humorous.     This  is  a 
serious  topic  which  you  are  discussing  with  a 
stranger. 

—  inability  to  be  concise.     Come  right  to  the  point. 

—  forgetting  to  include  important  information  like 
telephone  numbers,   addresses,   and  full  name. 


An  application  letter  is  often  called  a  LETTER  OF  INQUIRY  since  the 
applicant  is  inquiring  about  a  job  advertisement  or  opening.     It  must  be  hand- 
written if  requested  to  be  so.     Otherwise  typing  is  acceptable. 


COVERING  LETTERS  AND  RESUMES 

Another  type  of  application  letter  is  the  COVERING  LETTER.     It  accom- 
panies a  resume  and  actually  functions  as  "an  introduction"  to  the  resume.  This 
letter  should  not  cover  the  same  ground  as  a  detailed  personal  data  sheet.  On 
Page  9  is  the  covering  letter  of  John  Bentley.     Read  it. 
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EXAMPLE  TWO:    A  COVERING  LETTER  OF  A  HIGH  SCHOOL  STUDENT 


423S  Aipen  Avmae, 
Any  torn,  KlbznXa 

T6R  0\/6 
Hay  7,  /979 


M/L,  Edwcuid  Duncan 
pQ/uonn2Z  ManageA 
Ltd. 

Any  torn,  AlboMXa 


VzoA  M/L.  Vancam 


In  tkz  ApnJZ  30  Is^uz  oi  tkz  Anytom  BuZleJxn  tkoAz 
an  adv2Ata>mznt  ^on,  a  young  man  n(L2,dzd  a6  a  managmznt  t/ujunzt. 
Vlza^z  con^Zd2A  me  an  appLicRnt  f^on,  tkU  po^AJxon, 

On  Juno,  30,  T  6katZ  gnjadixato,  i^jom  Anytom  HAjgh  School, 
A4  you  mil  ^co.  on  the  attacked  p^A^onjoUi  data  6kcQX,  I  fiave 
ba6^Kie/64  education  and  mn,k  2xpz^encz  (AJkick  should  pxovz 
kelpiul  tn  6atej>  and  management  mn.k. 

My  AjmedAjate  goal  a^te^  g/tadvuxXlon  l6  to  ^tudy  ion.  a 
Bas>tne^^  Management  Diploma  tfiAougk  WAIT'S  evening  cn.edUJ: 
p/wgxam. 

May  I  have  a  pen^onal  lnten.vl2W?    Vou  may  neack  me  any 
day  aiten  3  p.m.  at  539-4S62. 


Vouu  t/iuly, 
John  R,  Bentley 


Enclo^u/ie:  Resume 


1 
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Do  you  see  that  the  covering  letter  is  more  concise  than  an  application 
letter?    The  essential  points  are  touched  upon,   and  the  detailed  information 
left  to  be  explained  in  the  resume.     A  resume  (also  known  as  a  PERSONAL 
DATA  SHEET)  is  the  most  useful  job  hunting  tool  used  today.     Never  skip  it! 
Never  do  it  badly!    It  will  interest  the  employer  in  you  because  it  tells  him: 

•  who  you  are 

•  what  you  know 

•  what  you  have  done 

•  what  kind  of  work  you  wish 

•  what  equipment  you  can  operate 

•  or  what  skills  you  possess 


If  the  facts  are  clear  and  organized,  the  resume  will  help  one  obtain  an 
interview.     Employers  prefer  this  type  of  application  because  it  is  factual, 
neat,   and  concise.     In  a  letter,   they  must  search  out  the  main  points.     In  a 
resume,  the  main  points  are  listed  and  described  briefly  for  them. 


A  personnel  manager  may  see  hundreds  of  applications  for  a  particular 
position.     Yours  must  make  a  good  impression  if  you  are  to  be  chosen  for  an 
interview.     Manpower  and  Immigration  has  printed  a  booklet  entitled  A  Guide 
for  the  Job  Hunter.     The  next  page  illustrates  the  set-up  and  content  of  a 
resume  as  described  in  that  booklet.     Two  actual  examples  of  resumes  are 
shown  on  Pages  12  and  13.     Study  these  examples  carefully.     You  will  be 
writing  your  own  resume  later. 


When  applying  for  jobs,  John  BentLey  would  send  an  application  letter  or 
a  covering  letter  and  a  resume  to  the  personnel  manager  of  each  company. 
He  shoiild  keep  a  list  of  those  companies  written  to,   as  well  as  copies  of  his 
letters  and  resume.     In  fact,  when  making  a  resume,   try  to  have  several 
copies  on  hand.     If  called  to  an  interview,   bring  along  two  copies;  one  for  your 
reference,   and  one  for  the  personnel  manager  in  case  he  has  misplaced  the 
page  previously  sent. 
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The  Content  and  Set-up  of  a  Resume 


/  / 
RESUME 

Name: 
Address: 

Telephone  Number: 

Position:    I^ame  the  Job  you  wish  to  apply  for. 

Experience:    Describe  in  detail  your  most  recent  job  and  earlier  ones. 

What  was  done  on  the  job  is  important  so  don't  merely  list  the  titles. 
Point  out  to  the  employer  why  your  past  experience  suits  the  job  you 
want.     (Experience  gives  the  employer  the  impression  that  you 
know  about  the  World  of  Work  —  that  you  have  developed  some 
responsibility  and  dependability.) 

Special  Skills:     List  all  skills  —  driver's  license^  typing  speedy  shorthand 
speed,   office  machines  operated,  fluency  in  languages. 

Part-time  or  Volunteer  Work:     You  may  not  have  had  a  full-time  job  so 
will   have  no  work  experience;  however,  do  not  overlook  summer,  part- 
time  or  volunteer  work.    Such  work  should  be  described.    It  will  give 
the  same  impression  to  the  emcployer  as  full-time  or  paid  positions. 
(Note:    A  record  of  participation  in  clubs  or  activities  means  one 
has  the  ability  to  meet  and  work  with  people.     It  often  gives  a 
clue  to  one's  leadership  potential.) 

Other  Activites  or  Hobbies:     Mention  scholastic  achievements,  school 
offices  held,  hobbies  enjoyed  or  other  interests  that  will  give  a 
good  picture  of  you.    (Employers  want  someone  with  the  ability 
to  make  a  good  impression.     Many  interests  also  show  a  wider 
background. ) 

Education:     Give  dates,  name  colleges  or  schools  attended,  degress  or 
diplomas   if  you  have  any  and  major  subject  or  those  which  you  were 
best  in.  (Employers  prefer  to  hire  those  with  more  education. 
People  from  academic  routes  are  preferred  for  most  jobs  —  even 
clerical  work. ) 

References:  List  2  or  Z  people  you  know  well  enough  to  recommend  you. 
Include  both  business  and  character  references  if  possible.  Always 
get  these  individuals'  permission  before  using  their  names  as  references. 

(Those  young  people  who  know  adults  are  most  likely  to  get  jobs.) 
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EXAMPLE  THREE:    RESUME  OF  A  HIGH  SCHOOL  STUDENT 


hlamz:    Jokn  RlckoAd  BzyMzy  SocJmZ  lyiMViancQ,  NumboA:  709  2/2  044 

kddAZ66:    423S  A^pen  Avenae,  Anytom,  AlbeA^ta,  T6R  0\J6 
TdizphoviQ,  Hmbvi'  539-4S62 


Vo^aMjoyi:    6aZz6mcLn  —  ^spoAJxng  goocU       automotA,vz6 ,  po^^Zblz, 

EduccuUon:  G^dz^  1-6  GoAdzn  Gn.ovz  Elmznta/iy  1967  -  1973 
Gn.0idiL6  7-9  GoJidzn  Gkovz  JurUoA  High.  1973  -  1976 
G/iadei  10-11     Anytom  Hlgk  School  1976  -  7979 

WaIZ  obtjOLLYL  a.  Sa6^»te44  Edaccution  VAjptoma.  on  Jam  30,  1979.  AvoAage. 

gnjddoJi  (Viz  C+  and  B  mXk  bz6t  mnk  donz  In  pky6A,cat  zduccutxon  and 

matkmaticA . 

Ed '-6  CoAnoA  Svw^dz  Station,  Anytom,  AtbznXa 

Vfiom:       July,  1976     To:    June,,  1977  [SatuAday^,  Sundays] 
Vcutlzs:    pump  ga!>,  p/Ucz  and  oAAangz  good6,  take,  ca^k 
SaZoAy:    $2.25  peA  houA 

Do -It' All  HoAduJOAz,  Any  torn,  AlboAta 

FAom:  July,  1977  To:  August,  197 S  [zvznlng^,  SatuAday^] 
VutloA:    pALCd  and  oAAangz  goodi  \oA  display,  cu^tomeA  6aZ2^, 

takz  cjuk 
SaloAy:    $3.25  pzA  kouA 

ExXAa-CuAAlcuZoA  A(M,\jit^z6:    dzbaJxng  club,  football  tzam,  ba^kztball 
tzam,  coach,  ioA  Mldgzt  A  Hockzy  Tzam,  \/alzdlctoALan  {^oA  1979 
gAadujotying  clas^, 

OtkdA  Actlv^tiz^  and  Skills:    AzpoMUng  maZl  mzchaYilcaZ  dzvtcz6,  ckz66, 
ha\jz  hzid  a  Clas^  5  dAlvzA'^  llczn^z  ioA  tuoo  yzafu, 

RzizAzncz!i 

Ha,  GzoAgz  Va\jU,  Vo-lt-AU,  HoAdi^aAz,  Anytown,  (459-7730) 
Rzv,  Jamzii  Bakzn.,  Any  torn  Unltzd  ChuAch,  Any  torn  [4S7-130S] 
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/  / 

EXAMPLE  FOUR;    RESUME  OF  A  TRADESMAN 


Resume 

Frank  T.  Elliot  -  Plumber  and  Gasfitter 
32  Greenwoods  Village 
Bigtown,   Alberta,   T3R  0B9 

Telephone:    579-0230  Social  Insurance  Number:    612  236  099 

Personal:    Born  in  Edmonton,   August  6,    1946.     Married,   4  children. 
5'  11  1/2"  tall  and  weighing  160  lbs.    Good  health.    Willing  to 
relocate. 

Education  and  Training:    Received  Journeyman's  papers  in  Plumbing 
and  Gasfitting  from  Apprenticeship  and  Trade  Certification 
Branch  of  Alberta  Advanced  Education  and  Manpower  in  1968.  In 
1969  earned  the  Inter  provincial  Red  Seal.     Attended  two  workshops 
sponsored  by  Crane  (Canada)  Ltd.  in  modern  plumbing  materials, 
1977. 

Experience: 

October,    1972  -  July,    1978  —  R  and  R  Construction,   Bantam,  British 
Colimibia.     Installation  and  plumbing  maintenance  in  industrial 
buildings . 

January,   1970  -  September,   1972  -  Alberta  Government,  Bigtown, 
Alberta.     Maintaining  plumbing  and  steam  heating  units  in 
government  buildings. 

July,    1964  -  December,    1969  -  Taylor's  Contracting  Ltd.,  Bigtown, 
Alberta.     Plumbing  installation  and  gasfitting  in  new  homes. 

Other  Interests:    Swimming,   skiing,   auto  repair.     Baseball  coach 
of  13-16  year  olds  in  Bantam  Community  League  and  president 
of  Bantam  Community  League  for  two  years. 

References: 

George  Mardale,   3629  -  111  Avenue,   Bantam,   B.C.  (president 
of  R  and  R  Construction)    phone:  402-459-6133 

Rex    R.  Green,  head   of  Alberta  Government  Maintenance 
Division,   4th  floor.  Melton  Building,  Bigtown. 
phone:  427-2898 
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FILLING  IN  APPLICATION  FORMS 

There  are  no  rules  for  filling  in  application  forms.   Be  truthful.  Be 
specific.   Be  consistent  with  the  facts  on  your  resume.   Don't  leave  questions 
unanswered.  There  is  no  excuse  for  returning  a  carelessly  written  or  inaccur- 
ately answered  form.  Spell  correctly.  Below  is  a  sample  of  a  short  application 
form.  Look  it  over  carefully.  No  doubt,  you  will  be  filling  in  several  job 
applications  during  your  search  for  work. 


BREMMER'S  FOOD  MART 


API^UCATKW  FOR  EMPLOYMENT 


PLEASe  PRINT 


FULL  NAME 


SOCIAL  mSUMNCE  NUMBER 


Aooness 


POSITION  DESIRBD 


1  SPEAK 
rn  ENGUSH 
1=1  FRENCH 


OTHER : 


ARB  THERE  ANY  HEALTH  PROBLEMS  OR  PHYSOL  DiS>^B/UTlES  LIMITING  YOUR  RANGE  OF  EMPLOYMENT? 


EDUCTION 

HIGHEST  GRADE  COMPLETED?. 


YEAR?. 


DESCRIBE  ANY  OTHER  TRAimUG  TAKEN  IN  WHICH 


YOU  RECeiVfO  A  CERTIFICATC,  DIPLOMA  OR  DE6REE. 


EXPERIENCE  (Sforf  ufith  last  position  hid) 


POSITION  HELD  AND  DUTIES 


TIME 


SALARY 


REASON  FOR  LEAVING 


To- 


From: 
To: 


From: 
To: 


REFBRENCBS 


NAME 


OCCUPATION 


yADORESS 


PHONE 


DO  YOU  HOLD  A  ORIVERt  LlCENSEl 
IF  SO,  V^HICH  ONES?   


CUSS 


00  YOU  oPERme  any  MACHINCS  ? 


IS  THERE  ANY  REASON  WHY  YOU  CANNCfT  8E  SONDEO? 


FOR  use  OF  INTERVIEWER 


DATE 


Sl&iATURE 
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PREPARING  YOURSELF  FOR  AN  INTERVIEW 

Canada  Manpower  suggests  that  you  do  not  go  through  this  formal 
application  procedure  but  that  you  go  directly  to  the  business  and  meet  the 
personnel  manager  face-to-face.     In  dealing  with  a  small  business,   this  is 
probably  the  most  effective  way  of  selling  oneself.     But  personnel  managers 
of  large  corporations  are  busy  people  and  may  not  appreciate  an  intruder  in 
their  schedule.     In  this  case,   go  to  the  personnel  office  to  fill  in  an  application 
form.     Then,   perhaps  the  personnel  officer  will  see  you  if  he  has  time.     It  is 
an  advantage  to  the  company  and  to  you  if  the  formal  procedure  of  sending  an 
application,  then  setting  an  interview  time  at  a  later  date,   is  followed. 

This  gives  the  company  time  to  check  your  suitability  for  the  position  it  is 
offering  and  gives  you  time  to  PREPARE  YOURSELF  FOR  THE  INTERVIEW. 


Once  an  employer  has  set  an  inter- 
view time,   and  you  have  agreed,  there 
are  several  things  you  can  do  that  will 
prepare  you  for  the  interview: 


1,     Learn  some  facts  about  the  company, 
What  products  does  it  make  ?  What 
services  to  consumers  are  offered? 
What  are  its  policies,   its  size,  its 
fringe  benefits,   and  its  promotional 
opportunities  ?    Are  there  offices 
located  elsewhere?    This  knowledge 
will  help  you  discuss  your  future 
work  intelligently  and  will  give  you 
a  better  idea  of  whether  you  would 
like  to  work  within  the  company. 


>U     ,^'\o'00  A.M.  '\ 

THE  PERSONNEL  MANAGER  WILL 

USUALLY  REPLY  TO  YOUR 

APPUCATm 

8Y  RHONE.  WHEN 

HE  SETS  THE  DATE  AND  TIMB, 

WRITE 

IT  DOWN. 

2.  Prepare  an  extra  copy  of  your  resume  and  bring  it  to  the  interview.  It 
will  keep  your  answers  consistent  if  you  are  asked  to  fill  in  any  forms. 
(You  may  be  asked  for  another  copy  if  the  interviewer  has  misplaced  his.) 
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3.     Always  have  a  particular  job  in 
mind.     Applicants  who  say  they 
will  do  "anything",   give  the 
impression  that  they  can  do 
nothing  well.     When  you  are 
deciding  on  a  specific  line  of 
work,   consider  the  factors 
discussed  in  Lesson  1.  Refer 
to  your  ability,  experience, 
personality,   and  future  goals. 


4.     Estimate  what  salary  you  should 
ask  for  if  the  employer  should 
ask  you.     You  can  get  an  idea 
of  pay  range  from  the  newspaper. 
Age  and  experience  as  well  as 
education  determine  .starting 
pay.     What  do  you  have  to  sell? 
Of  what  value  will  it  be  to  the 
prospective  employer?  Be 
careful  not  to  overprice  yourself 
out  of  a  job! 


A??V{  FOR  Pi  SFEClflC  SOB 


5.     Be  prepared  to  answer  questions  you  think  the  employer  might  ask. 

Remember  that  he  is  trying  to  find  out  your  attitudes  towards  work  and 
people  as  well  as  facts  about  educational  background,  work  experience, 
and  career  plans.     Nineteen  of  the  most  common  questions  are  listed 
below. 

•  Why  do  you  wish  to  work  for  this  company? 

•  What  interests  you  most  about  our  product?     (or  our  operation?) 

•  Have  you  had  any  experience  in  this  type  of  work? 

•  What  are  your  long  term  career  plans? 

•  Are  you  looking  for  permanent  or  temporary  work? 

•  What  do  you  know  about  our  company? 

•  Why  did  you  leave  your  last  job  ? 
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•  Which  courses  at  school  did 
you  like  the  best? 

•  How  did  you  spend  your 
summer  vacations  ? 


•   What  kind  of  work  would  you 
like  to  do? 


•  Do  you  enjoy  reading?  What 
type  of  book  interests  you? 

•  What  do  you  consider  your 
special  abilities  to  be? 

•  Would  you  be  prepared  to 
work  at  one  of  our  branch 
offices  in  another  city? 

•  Do  you  prefer  working  with 
others  or  by  yourself? 

•  Do  you  like  routine  work? 

•  Would  you  take  further  training  if  it  were  required  for  this  position? 

•  What  are  your  hobbies? 

•  If  the  job  is  out-of-town,   the  interviewer  may  ask,     "Have  you  ever 
visited  or  spent  any  time  in  our  town?" 

•  What  salary  do  you  expect?     (It  is  always  best  to  leave  this  up  to  the 
employer  since  he  will  most  likely  pay  what  is  fair  for  the  work. 
Usually  the  wages,   hours  and  benefits  are  explained  to  you  without 
asking. ) 


EACH  ONE  OF  US  HAS  GOOD  KEflSONS 
FOR  V/ANVNG  A  JOB.  TELLING  THE 
INTER^IBWER  *HOV/  MUCH  "  YOU  MEED 
A  JOB  SELDOM  WORKS.  BXPLRit^  HOW 
YOUR  QUALIflCATIOHS  SUIT  THIS 
SPECIPIC  JOB- 
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THE  INTERVIEW  ITSELF 

There  are  three  main  points  to  remember  when  going  to  the  interview. 
Firstly,   go  alone.     Do  not  take  friends  or  relatives  with  you  for  support. 
Secondly,  time  yourself  so  that  you  arrive  at  least  five  minutes  ahead  of  time. 
(To  avoid  disasters  if  you  are  going 
into  a  strange  area,   be  sure  of  trans- 
portation to  the  interview  and  the  route 
taken  to  get  there.)    Thirdly,  check 
your  appearance.     Although  we  seem 
to  feel  that  dress  standards  have  been 
greatly  relaxed,   it  is  wise  to  go  to  an 
interview  neatly  groomed  and  conser- 
vatively dressed.     Dress  with  common 
sense  and  taste.     If  these  three  points 
are  followed,  you  are  certain  to  form 
a  good  first  impression. 

The  personnel  manager  carefully 
observes  the  applicant's  behavior  as 
well  as  listening  to  what  he  says  during 
the  interview.      He  looks  for 
characteristics  like  sincerity,  cooper- 
ation, honesty,  humility,   and  confidence. 
You  should  be  aware  of  what  are 
considered  positive  and  what  are 
considered  negative  behaviors  and 
responses.     We  have  tried  to  list 
the  common  characteristics  below. 
Can  you  think  of  any  others? 


POSITIVE 

NEGATIVE 

Appearance  forms  the  first 
impression.     Dress  conservatively. 
Be  neatly  groomed.  Smile.  Sit 
straight  and  avoid  nervous 
mannerisms. 

Nervousness  is  emphasized  by 
gum  chewing,   smoking,  or 
fingertapping.  Try  to  relax. 
Be  yourself. 

Be  polite.     Address  the  inter- 
viewer with  respect.  Note  his 
name  as  you  are  introduced  and 
use  it  during  the  interview  or  in 
any  follow  up  you  may  do. 

Shifting  of  eyes  bothers  inter- 
viewers. Look  the  interviewer 
in  the  eye.     Maintain  your 
poise  and  self-control. 

f 


TO  FEEL  NEFVOUS  AT  THE  START 
OF  AN  INTERmW  IS  MATUKAL. 
YOU  WILL  BB&IN  TO  KBLA\/1S 
THE  INTERVIEW  PROCEEDS. 
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POSITIVE 

NEGATIVE 

Be  sincere.  Answer  and  ask 
quesxiono  wixn  a.  genuine  mtereoL. 

Avoidance  of  questions  or 
fieuging  lo  cL  ud-iiger  oigncu.  lo 
the  interviewer.  Answer  in  a 
direct  manner.  If  you  do  not 
understand  the  question  or  it 
does  not  apply  to  you,  say 
so. 

Speak  with  a  clear  voice  in  a  tone 
loud  enough  to  be  heard.  Try  to 
appear  confident. 

Aggressiveness  shows  an  over- 
bearing personality.  Enthusiasm 
and  ambition  is  needed  but  too 
much  boldness  is  frowned  upon. 

Be  humble.  Admit  that  you  still 
do  have  a  lot  to  learn. 

Do  not  brag  about  or  exaggerate 
your  past  experiences  and 
successes.     Do  not  act  as  if 
you  "know  it  all". 

Show  your  intelligence  by  giving 
informed  logical  answers.  This 
will  give  you  a  confident 
appearance. 

Believe  in  your  own  abilities. 
You  can  not  make  the  personnel 
manager  believe  in  you  if  you 
talk  yourself  down. 

ndve  pdtieiice.    ljkj   livjc  i  uoii 

through  the  interview  just  to  get 
it  over  with.  Ask  questions.  Be 
interested. 

iLiupujyex  lb,    iii\.e  yvju,  iicLve 

personal  beliefs.  Stay  neutral 
on  controversial  issues.  People 
who  long  to  change  the  standards 
of  a  company  or  argue  with 
others  will  not  be  hired. 

Cooperate  with  your  interviewer. 
If  asked  to  fill  in  forms,  furnish 
references,  take  a  physical 

e^PSwCLlXlllicLLlvJ  11,      vJX      LcLive    d    V  vJU  cLClVj  ilcLL 

test,   do  it  cheerfully. 

Showing  hostility,   opposition  to 
ideas  or  prejudice  against  others 
will  be  frowned  upon.  Employers 
wcLiiT,  peupie  wiivj  Will  get  cLLuiig 
with  others.  In  the  beginning 
of  this  course,   we  told  you  that 
cooperation  was  the  most 
important  quality  in  getting 
along  with  co-workers. 
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POSITIVE 

NEGATIVE 

Be  honest.     Give  the  facts. 
Emphasize  the  activities  and 
company  policies  you  liked  in 
your  last  job. 

Making  excuses  for  things  that 
have  happened  in  the  past  is 
not  good.  Do  not  cover  up  your 
past  record  by  excuses.  Do 
not  complain  about  previous 
employers  and  their  practises. 

Interviews  follow  a  regular  pattern.     They  start  when  the  interviewer 
greets  you  and  asks  you  questions  about  qualifications  and  interests  in  the  job. 
The  next  stage  is  when  the  interviewer  asks  you  to  provide  information  about 
yourself  and  allows  you  to  ask  questions  about  the  company  or  the  job.  During 
the  last  stage,   you  find  out  when  a  decision  will  be  made.     Thank  the  inter- 
viewer and  say  good-bye. 

Success  in  getting  a  job  depends  on  your  preparation  for  the  interview  and 
the  way  you  conduct  yourself  during  it.     On  the  following  pages  are  three 
interviews  adapted  from  Creating  a  Career.     After  each  interview  is  a 
discussion  of  it  as  the  interviewer  would  see  it.     Before  reading  our  analysis 
of  each,   decide  whether  this  person  would  be  hired  had  you  been  the  inter- 
viewer.   Ask  yourself  these  questions:    Was  the  person's  introduction  to  the 
employer  proper  ?    Did  he  know  what  he  was  applying  for  ?    Was  he  prepared 
for  the  interview?    Did  he  answer  questions  directly?    Was  he  serious  about 
the  job?  Did  he  use  the  interviewer's  name?    What  kinds  of  negative 
impressions  or  positive  impressions  would  his  actions  and  answers  give  the 
employer  ? 

A  space  is  provided  after  each  interview  for  you  to  write  your  impressions. 


INTERVIEW  1  -  Brad  Pitman  -  applicant 
Brenda  Hamil  —  employer 


MRS.  HAMIL:      Hello,  I'm  Brenda  Hamil.     You  must  be  Bradford  Pitman. 


BRAD: 


How  do  you  do,  Mrs.  Hamil.     Yes,  I  am  Brad  Pitman. 


MRS.  HAMIL:      Have  a  seat.     Where  did  you  learn  about  our  job  opening? 


BRAD: 


I  read  about  it  in  the  Want  Ad  Column  of  the  Gazette.     I  have 
a  good  idea  of  what  is  involved  but  I  would  like  to  find  out 
more. 
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MRS.  HAMIL:      Well,   briefly,   we're  looking  for  a  person  who  can  take  over 
the  shop  —  during  the  day  —  that  would  be  nine  o'clock  to  six 
o'clock.     That  person  would  need  to  supervise  staff  as  well 
as  look  after  customers  and  look  after  the  cash.  Now  perhaps 
you  can  tell  me  about  yourself.     How  far  have  you  gone  in 
school? 


BRAD: 

MRS.  HAMIL: 
BRAD: 

MRS.  HAMIL; 
BRAD: 


MRS.  HAMIL: 
BRAD: 

MRS.  HAMIL: 
BRAD: 

MRS.  HAMIL: 
BRAD: 


MRS.  HAMIL: 


I  completed  my  Grade  Ten  in  this  city.     I  think  I  would  like 
to  earn  some  credits  toward  a  Business  Management  Diploma 
in  the  evenings  though. 

Have  you  had  any  jobs  since  leaving  school? 

Yes,  I  worked  as  a  shipper  in  Eaton's  for  four  years. 

What  sort  of  duties  did  that  job  entail? 

I  had  to  be  indoors  most  of  the  day,   running  from  department 
to  department  when  something  was  needed  from  the  stock 
room.     I  also  accepted  deliveries  to  the  store,   kept  the 
records,   and  handled  the  cash.     Another  fellow  and  I  shared 
the  responsibility  of  sending  items  out  to  customers. 

What  did  you  like  best  about  the  job? 

I  really  enjoyed  dealing  with  deliveries  —  you  know  —  talking 
to  the  people,   trying  to  help  them  when  something  went  wrong. 

Do  you  have  any  questions  about  the  job  you  are  seeking? 
Anything  that  wasn't  in  the  newspaper? 

Well,  Mrs.  Hamil,  I'd  like  to  find  out  a  little  about  the  wages 
involved. 

The  starting  salary  is  $170.00  a  week,   and  that  may  be  open 
to  discussion  after  a  six-month  trial  period. 

That  sounds  fair!    I  think  Vd  really  enjoy  working  here„  I 
dropped  into  your  south  end  store  yesterday  and  watched  the 
people  work.     I  sort  of  got  the  feel  of  the  place.     It  looks 
like  something  I'd  enjoy. 

I'm  pleased  to  hear  that!    Well,  thank  you  for  coming  today. 
I  will  be  in  touch  with  you  before  Friday. 


BRAD: 


Thank  you,   Mrs.  Hamil.     It  was  nice  meeting  you.  Good-bye. 
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INTERVIEWER'S  IMPRESSION  -  Brad  appeared  to  be  seriously  interested  in  the 
job  and  also  in  bettering  himself.     He  was  courteous  and  gave  direct, 
informative  replies.     The  fact  that  Brad  had  taken  time  to  go  to  a  store 
and  observe  the  employees  was  reassuring.     It  showed  me  that  he  was 
sincere  in  his  desire  for  this  job.     I  would  hire  Brad  Pitman. 


INTERVIEW  2  - 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS,  HAMIL: 


ED: 

MRS.  HAMIL: 
ED: 


Ed  Blinkman  —  applicant 
Mrs.  Hamil  —  employer 

Come  in!    I'm  Brenda  Hamil. 

Hi!    I'm  Eddy  Blinkman. 

Have  a  seat,   Eddy.     What  can  I  do  for  you? 

I  saw  your  advertisement  for  a  job.     I'm  kind  of  interested 
in  it. 

Yes,  I  see.     Well,   perhaps  I  could  describe  the  job  to  you? 
.  . .  We're  looking  for  a  person  to  supervise  our  shop  during 
the  day.     Duties  would  be  to  supervise  staff,   take  care  of 
cash,   and  wait  on  customers.     Does  this  sound  like  a  job 
you'd  be  interested  in? 

Yes,   ah,  yeah. 

Perhaps  you  coijld  tell  me  about  yourself? 

I  used  to  work  as  a  carpet  salesman  in  the  evening  after 
school.     I  continued  on  that  same  shift  for  two  years  after 
I  left  school. 
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MRS,  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 
ED: 

MRS.  HAMIL: 


Oh,   you  have  had  work  previously  then?     Was  that  not  the 
type  of  job  you  enjoyed? 

No,   it  was  always  evenings. 

Have  you  ever  had  a  full-time  day  job? 

No,   I'm  looking  for  one  now  though. 

Well,   how  far  have  you  gone  in  school,  Eddy? 

Grade  Eleven. 

Tell  me,  when  you  were  working  as  a  carpet  salesman,  what 
did  you  enjoy  about  the  work  itself? 

I  enjoyed  it  —  nothing  in  particular  though. 

I  see.     Is  there  anything  you  disliked  about  it? 

No. 

I  see.     Are  there  any  questions  you  would  like  to  ask 
concerning  the  job? 

Well,  what  is  the  pay? 

The  starting  salary  is  $170.00  a  week. 

That  seems  like  good  pay. 

Well,  thank  you  for  dropping  in,  Eddy.  I'll  be  having  other 
interviews  this  week.  We'll  let  you  know  by  Friday  whether 
or  not  the  job  is  yours. 

Good-bye. 

Good-bye. 


YOUR  IMPRESSION  - 
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YOUR  IMPRESSION  CONT'D  - 


INTERVIEWER'S  IMPRESSION  -  Eddy  also  appears  to  be  serious  in  his  desire 
for  work.     The  problem  is  that  it  was  so  hard  to  get  information  from 
him.     He  did  not  volunteer  any  information  —  I  had  to  do  a  lot  of 
questioning.     He  may  be  ambitious  but  he  doesn't  really  know  what  he  likes 
or  dislikes  about  a  job.     He  left  me  feeling  as  if  he  had  not  prepared  for 
the  interview.     Yes,  I  may  hire  Eddy.     But  if  it  was  a  choice  between 
Brad  and  Eddy  —  I'd  sooner  hire  Brad. 


INTERVIEW  3  -  Brent  McVay  -  applicant 
Mrs.  Hamil  —  employer 

Are  you  the  chick  who  does  job  interviews  ? 
Yes,  I'm  Brenda  Hamil. 

I  hope  I'm  on  time.  I  had  to  drive  65  kilometres  an  hour  to 
get  here  on  time! 

How  did  you  learn  about  this  work? 

My  mother  saw  the  ad  in  the  paper.     She  phoned  you  about 
it. 

Oh,  you're  the  fellow  whose  mother  made  the  appointment. 
What  is  your  name? 

Brent  McVay.     Everyone  calls  me  Big  B.,  though. 
Have  a  seat,  Mr.  McVay. 

Yeah,  thanks.     Yah  know  when  my  mother  told  me  about  this 
job,  I  knew  it  was  for  me.     The  job  is  made  for  me!  I've 
done  really  well  at  this  stuff! 


BRENT: 
MRS.  HAMIL: 
BRENT: 

MRS.  HAMIL: 
BRENT: 

MRS.  HAMIL: 

BRENT: 
MRS.  HAMIL: 
BRENT: 
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MRS.  HAMIL: 
BRENT: 

MRS,  HAMIL: 
BRENT: 


MRS.  HAMIL: 
BRENT: 
MRS.  HAMIL: 
BRENT: 


MRS.  HAMIL: 

BRENT: 
MRS.  HAMIL: 
BRENT: 
MRS.  HAMIL: 

BRENT: 
MRS.  HAMIL: 
BRENT: 
MRS.  HAMIL: 


You  have  had  experience  in  this  area,  then? 

Well,   I  haven't  worked  in  a  hardware  store  before  .  .  .  but  I 
used  to  hang  around  with  a  guy  that  was  pretty  mechanical. 
You  know  ...  I  could  easily  do  those  things.     Nothing  to  it! 

What  sort  of  work  have  you  done ! 

Oh,  lots  of  experience!    In  the  past  eight  months,   I've  had 
three  jobs.     I  was  a  delivery  boy,   a  janitor,   and  I  worked 
cleaning  out  brush  at  a  lake  resort.     Same  type  of  work  as 
this,  I'm  sure. 

Un  huh  .  .  .  How  far  have  you  gone  in  school? 
I  finished  Grade  Eleven. 

Are  you  planning  to  continue  your  education? 

Yeah,  well,   yeah.     But  I'd  like  permanent  work,  yah  know. 
If  I  get  this  job,   I'd  rather  stay  here.     I  didn't  like  those 
other  jobs.     People  always  pushing  yah  —  do  this!     Do  that! 
I'm  sick  of  all  that  stuff  and  I  told  them  so  too!    I  want  to 
be  my  own  boss. 

We're  looking  for  someone  with  the  qualities  to  supervise 
others . 

No  problem !    I'm  the  guy  for  this  job ! 

Have  you  handled  cash  receipts  ? 

Oh  yeah..    I've  handled  all  kinds  of  stuff. 

This  has  been  a  very  interesting  interview,  Mr.  McVay.  I'll 
be  in  touch  with  you  later  this  week. 

Could  you  let  me  know  before  the  weekend? 

Yes,   before  Friday. 

You're  sure,  eh? 

I  definitely  will  let  you  know  before  then.  Good-bye. 
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YOUR  IMPRESSION  - 


INTERVIEWER'S  IMPRESSION  -  An  applicant  hurrying  into  my  office  at  the  last 
minute  certainly  does  not  make  a  good  impression!     Brent  should  have 
made  the  appointment  himself.     It  does  not  appear  that  he  is  too  ambitious 
nor  very  serious  about  this  job.     He  did  not  prepare  for  the  interview  and 
does  not  know  anything  about  the  work.     And  Brent  did  not  ask  questions. 
I  woiild  not  hire  Brent,   not  only  because  of  his  lack  of  ambition  and 
interest  but  also  because  it  appears  that  he  can  not  cooperate  with  those 
managing  him. 


ACCEPTING  THE  JOB 

Not  every  interview  is  successful.     If  you  are  not  offered  the  job,  there 
is  no  loss.     You  have  gained  from  the  experience  and  likely  will  be  more 
relaxed  in  your  next  interview. 

If  you  are  successful  in  the  interview,  then  a  decision  must  be  made  as 
to  whether  you  will  accept  the  position  or  not.     What  opportunities  will  the 
work  offer  you?    This  may  not  be  the  "right"  job  but  maybe  you  should  take 
it  for  both  experience  and  financial  reasons.     When  a  better  job  comes  along, 
you  can  free  yourself  to  take  it.     Let's  look  at  some  factors  to  consider  when 
deciding  whether  to  take  a  job  or  not. 

Does  this  job  satisfy  your  personal  needs  ? 

•  Is  it  challenging?      Will  your  interest  in  it  last  over  several  years? 

•  Will  it  give  you  a  sense  of  value?    And,   a  sense  of  self-respect? 
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•  Is  it  a  job  where  you  are  constantly  supervised?    Or  will  you  have 
some  independence?     (If  you  woiild  prefer  independence,   then  you 
should  think  of  starting  your  own  business.) 

•  Do  you  have  a  strong  desire  to  help  others  ?    If  so,  will  you  be  in 
contact  with  people  or  stuck  behind  a  desk  doing  mounds  of  paperwork? 

•  Do  you  crave  "glamour"  and  "excitement"?    Newspaper,  magazines, 
movies,   cosmetics,  modelling,  television,   interior  decorating,  and 
public  relations  are  often  areas  falling  into  this  category.     They  offer 
high  social  status  but  often  do  not  have  the  privileges  and  fringe 
benefits  that  a  routine,   steady  job  would  contain.     Do  not  hold  out  for 
an    "exciting"  job.     It  may  be  a  long  time  before  one  comes  along. 


Are  the  physical  working  conditions  suitable? 

•  Is  the  building  itself  in  reasonable  condition? 

•  Does  the  equipment  look  safe  and  is  the  working  area  free  from 
hazards? 

•  If  you  have  no  car  —  Is  there  adequate  bus  service  to  this  area? 

•  If  you  drive  to  work  —  Is  there  adequate  parking  space  at  a  reasonable 
cost? 


•  What  is  the  district  like?    Is  it  safe,   (This  is  especially  important  if 
you  ever  need  to  work  at  night.) 

Is  the  location  (city  or  town)  suitable? 

•  Do  you  prefer  a  city  where  there  is  lots  of  entertainment  and  people, 
or  the  quietness  of  the  country? 

•  Is  this  work  indoors  or  outdoors?    Which  do  you  prefer? 

•  Does  the  region  appeal  to  you?     (Skiers  prefer  mountains,  swimmers 
prefer  lakes,   and  generally,   single  people  are  happiest  near  cities 
where  they  have  more  social  contact.) 


Will  this  offer  you  a  chance  for  advancement? 

•  Is  the  starting  salary  high  enough  to  cover  your  basic  needs? 

•  What  are  the  fringe  benefits? 
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•  Is  there  the  possibility  that  you  will  be  promoted  with  experience  and 
further  education?     (Is  this  a  family  business?    If  it  is,   then  your 
chances  to  get  into  administration  may  not  be  too  good.) 

•  Will  the  firm  help  you  better  yourself  by  sending  you  for  further 
training? 


After  thinking  about  each  of  these  questions  in  regard  to  the  position 
offered,   one  should  be  ready  to  accept  or  to  decline  the  offer.     Remember  that 
this  job  can  be  taken  for  several  months  to  gain  experience.     You  can  move  on 
to  the  "right  job"  when  it  becomes  available.     Let  the  employer  know  what  you 
have  decided  about  the  offer  as  a  matter  of  courtesy.     Most  companies  give 
the  person  up  to  ten  days  to  return  an  answer  in  writing. 
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Exercise  1:     Finding  a  Job 

Fill  in  the  blanks  in  the  following  sentences  with  the  best  answer  from  the 
list  below.     (There  are  more  items  than  answers  in  this  list.) 

accept  contacts  interview 

advertisements  cooperation  personality 

aggressiveness  covering  letter  personnel  manager 

appearance  decline  position 

applicant  employee  prepare 

application  form  honesty  references 

application  letter  hostility  resume 

(1)    Although  there  are  several  places  one  can  look  for  jobs,  the  most 

common  way  people  get  them  is  through   


(2)  Working  at  a  summer  job  or  doing  part-time  neighborhood  chores 

provides  one  with    that  may  be  used  when  applying 

for  full-time  work. 

(3)  One  may  apply  for  work  by  writing  an   , 


writing  a    and  a 

or  filling  in  an 


(4)  If  your  application  and  its  contents  make  a  good  impression,  the 
employer  will  call  you  for  an   . 

(5)  Sending  in  your  application  letter  will  give  you  time  to   

for  the  interview. 

(6)  The    sets  the  time  and  day  of  the  interview. 

(7)    forms  the  first  impression  as  you  enter  the 

employer's  office. 

(8)  Two  characteristics  the  interviewer  will  hope  to  see  in  you  are 

and 
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(9)      If  the  interview  is  successful,   the  employer  will  offer  you  a 


(10)     It  is  advisable  to   the  job  if  it  is  not  "exactly" 

the  work  you  wanted  or  not  as  exciting  as  you  had  hoped. 

Exercise  2:  Advantages 

What  are  at  least  two  advantages  of  having  summer  or  part-time  employ- 
ment or  of  doing  volunteer  work  when  you  start  your  search  for  permanent 
work?  Explain  yourself  fully. 


Exercise  3:  Resume 

During  a  job  search,  people  are  often  asked  to  write  a  resume.  A  copy 
of  one's  resume  is  taken  to  a  job  interview  or  mailed,  along  with  a  covering 
letter,  to  a  potential  employer.  Your  next  exercise  is  to  write  a  Resume. 

Make  your  work  as  true  to  life  as  possible.   For  this  assignment,   it  is 
okay  to  project  yourself  into  the  future.  That  is,  you  do  not  have  to  be  com- 
pletely truthful.  You  may  pretend  you  have  already  completed  high  school  and 
any  other  training  as  well.   Try  to  remain  factual.   For  example,   if  you  are  in 
the  business  route  in  school,   then  you  may  wish  to  say  you  have  already 
completed  secretarial  training  or  have  worked  for  X  and  X  Company.   Do  not 
go  too  far  off  the  track.   Try  to  make  the  resume  harmonize  with  your  personal 
goals. 

Resumes  are  often  typed,   but  for  the  purpose  of  this  assignment,   you  may 
carefully  print  or  write  your  resume  on  the  blank  sheets  which  follow.  Remem- 
ber that  neatness,   grammar  and  spelling  must  be  error  free  if  your  resume  is 
to  be  impressive  to  a  potential  employer. 


Occupations 


Occupations  10  -  32  -  Lesson 


Occupations  10 


33  -  Lesson  11 


Occupations  10 


-  34  -       .  Lesson 


Occupations  10 


-  35  - 


Lesson  11 


Exercise  5:  Interviews 

Below  are  some  short  comments  taken  from  interviews.     On  the  basis  of 
these  comments,  would  the  interviewer  have  a  positive  or  a  negative  view  of 
the  applicant?     Explain  why.     The  first  one  is  done  for  you. 


(1) 


INTERVIEWER 


What  kind 
of  work 
would  you 
like? 


I  prefer  the  area  of  auto 
mechanics  —  especially  taking 
motors  apart,  finding  the 
trouble,  and  making  them  run 
smoothly  again.  That's  why  I 
applied  directly  to  the 
Vjnechanical  department! 


APPLICANT 


I  (2) 


INTERVIEWER 


I'm  sure  you  know  more  what 
a  fair  salary  would  be  than  I 
do.    What  do  you  usually  pay 
for  this  kind  of  work? 


APPLICANT 


(3) 


INTERVIEWER 


Do  you  prefer 
to  work  alone, 
or  with  others? 


I  enjoy  working  on  problems 
by  myself  and  consulting 
others  when  I  have  diffi- 
culties.   I'm  not  a  loner, 
but  I  do  enjoy  independence 


APPLICANT 
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(4) 


INTERVIEWER 


I'll  do  anything  you  have\ 
open.  Sir,  anything  at  \ 
all!  I  haven't  really  V- 
thought  about  any  parti-  / 
cular  job.  I  have  no 


\^refe 


rences 


APPLICANT 


(5) 


INTERVIEWER 


Well,  Sir,  you  see...  I 
really  do  need  this  job. 
My  rent  is  due.  My  car 
insurance  needs  to  be 
renewed  soon .  And  ...  I 
can't  afford  to  take  my 
girlfriend  out. 


APPLICANT 


(6) 


INTERVIEWER 


I'm  hoping  to  get  a 
permanent  position  that 
will  allow  some  basic 
training  in  cabinet- 
making.  Hopefully,  after 
I've  had  some  experience, 
I'll  be  accepted  by  your 
company  as  an  apprentice 
cabinetmaker. 


APPLICANT 
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(7) 


INTERVIEWER 


Well,  I'm  in  good 
health.,.  .Is  a  physical 
examination  really 
necessary?  Oh,  I  hate 
going  to  the  doctor 
Well,  I  guess  I  could 
do  that  if  you  r-e-a-l-l-y 
need  it. 


APPLICANT 


(8) 


INTERVIEWER 


At  least  $40.00  per  day.  I 
was  making  that  in  Ontario 
last  year.  When  I  found  out 
that  Company  X  was  paying 
only  $37.00,  I  said  "no  way' 
—  that's  why  I  applied  to 
your  company. 


APPLICANT 


(9) 


INTERVIEWER 


Oh,  I  thought  it  was  time  for  ) 

a  change  —  a  new  challenge.  / 

I  wish  to  learn  several  I  APPLICANT 

different  tasks  to  broaden  f 

my  knowledge.  Company  B  was  / 

very  specialized.  Each  man  / 

did  only  one  task.  J 
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Exercise  5:     Deciding  on  the  Job 

A  bookkeeper  has  worked  at  the  same  office  for  ten  years.     The  work  was 
boring  but  earnings  were  sufficient  to  support  a  family  of  five  comfortably. 

Recently  the  bookkeeper  has  been  offered  a  job  in  a  field  which  is  truly 
interesting.     It  offers  a  chance  for  advancement  and  the  people  working  there 
are  helpful  and  friendly.     This  bookkeeper  wants  the  job  but  the  salary  is 
small  and  would  not  rise  for  several  years.     To  advance,   relocation  to  another 
branch  office  of  the  company  several  hundred  miles  away  would  be  necessary. 

An  uncle  who  owns  a  furniture  rental  business  has  offered  a  good 
position  as  well.     This  is  work  similar  to  that  at  the  bookkeeper's  present 
office.     The  salary  would  be  high  but  the  job  boring.     The  worker  finds  the 
uncle  to  be  an  overly  aggressive,   domineering  person. 

If  the  first  job  is  taken,   there  will  be  enough  money  to  cover  the 
family's  basic  necessities,  but  not  enough  for  extras.     The  second  job  would 
provide  an  excellent  living. 


(1)      In  deciding  on  which  job  to  take,  what  factors  must  the  bookkeeper 
consider? 


(2)      Do  you  think  that  job  satisfaction  is  more  important  than  one's  respon- 
sibility to  one's  family?     Is  it  more  important  than  obtaining  material 
goods?     Give  reasons  for  your  answer. 
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UNDERSTANDING  BENEFITS  OF  EMPLOYMENT 


We  have  already  discussed  the  obvious  benefits  of  working.  Financial 
security,  emotional  security,   and  a  feeling  of  worth  are  some.     Once  on  the 
job,  what  benefits  can  we  expect  from  our  employer  for  the  deductions  taken 
off  our  cheque? 

Have  you  ever  looked  at  a  pay  cheque  stub  of  a  permanently  employed 
person?     The  deductions  are  often  puzzling  since  one  does  not  realize  the 
benefits  due  through  these  organizations.     It  is  every  employee's  responsi- 
bility to  know  what  benefits  are  owed  to  him  or  her  since  these  services  are 
paid  for. 

Look  at  the  pay  stub  below.     This  person  is  a  professional  worker  who  is 
paying  income  tax  at  the  rate  of  a  single  person. 


BLUE  MOUNTAIN  INDUSTRIES  LTD. 

STATEMENT  OF  EARNINGS  AND  DEDUCTIONS              CHEQUE  NUMBER 

2232 

DEPT.                EMPLOYEE  NO.           PAY  PERIOD      TOTAL  EARNINGS                  TOTAL  DEDUCTIONS        AMOUNT  OF  CHEQUE 
06                           135                     Jan/86                 3200.00                                      1989.09  1210.91 

MONTHLY  RATE 
3200.00 

AMOUNT 

OVERTIME 

LOST  TIME 

RETRO.  PAY 

HOL.  PAY 

ALLOWANCE 

BENEFIT  FUND 

ADVANCE 
900.00 

INCOME  TAX 
780.49 

PENSION 
145.81 

C.P.P. 
55.99 

W.C.B. 
PAID 

ROOM-BOARD-LDRY/RENT 

UNION  FEES 
32.96 

INSURANCE 
6.93 

ALBERTA  HEALTH  CARE 
14.00 

GARNISHEE 

UlC 
50.41 

WELFARE  FUND 
2.50 

SOCIAL  INSURANCE  NUMBER 
519-033-709 

DETACH  THIS  PORTION 

NON-NEGOTIABLE 

(RETAIN  THIS  PORTION  FOR  YOUR  RECORDS) 

D.A.  DANIELS 
BOX  342 

BLUE  MOUNTAIN 

Do  you  know  what  C.P.P. ,   U.l.C.  or  W.C.B.   represent?     What  advantages 
are  there  to  paying  union  dues?     What  benefits  is  a  person  entitled  to  if  that 
person  should  become  unemployed  or  disabled?     Are  there  provisions  for  survivors 
should  one  die  as  a  result  of  an  industrial  accident?     And  what  about  retire- 
ment benefits? 

This  lesson  will  answer  such  questions.     It  will  familiarize  you  with  the 
organizations  which  serve  the  worker  and  those  to  which  most  of  us  must 
contribute  when  we  are  employed  on  a  full-time  basis.  ' 
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Unemployment  Insurance  (UlC) 

Unemployment   Insurance  protects  you  when  you  lose  your  job  and  have  no 
money  coming  in  for  rent,   food  and  other  important  things. 

The  Unemployment  Insurance  Plan  is  administered  by  Employment  and 
Immigration  Canada.     This  commission  also  supplies  employment  counselling 
services  and  deals  with  immigration  matters. 

Premiums  for  Unemployment  Insurance  are  automatically  deducted  from 
your  paycheck  before  you  get  your  pay.     Your  employer  and  the  federal 
government  also  contribute  to  the  plan. 

Some  people  make  the  mistake  of  considering  Unemployment   Insurance  as  a 
type  of  bank  account  into  which  they  are  making  deposits  which  they  can 
withdraw  whenever  they  wish.     This  is  not  so;   Unemployment  Insurance,   as  its 
name  suggests,  is  a  type  of  insurance.     You  pay  for  protection  against 
unemployment  much  like  you  pay  for  fire  protection  for  your  home.      If  you 
have  a  fire,   you  collect  money  to  replace  items  lost.     If  you  never  have  a  fire, 
you  never  collect  any  insurance  money.     If  you  are  unemployed  and  meet 
certain  requirements,   you  collect  insurance  money  to  meet  your  basic  needs 
until  you  find  another  job.    If  you  are  never  unemployed,   you  never  collect. 

As  well  as  help  in  times  of  loss  of  job,   the  Unemployment  Insurance  Plan 
also  pays  benefits  to  eligible  persons  whose  earnings  are  interrupted  due  to 
pregnancy,   adoption  of  a  child,   illness,   injury  or  quarantine. 

Employees  are  not  assessed  income  tax  on  Unemployment  Insurance  con- 
tributions.    They  must  pay  income  tax  on  benefits  received  when  they  are 
unemployed. 

Who  is  eligible  for  benefits  under  Unemployment  Insurance?     Generally,  it 
is  people  who  have  worked  10  to  14  weeks  or  more  in  the  last  52  weeks  or 
since  the  start  of  their  last  claim,  whichever  is  shorter.     If  the  job  you  left 
was  your  first  job  or  you  came  back  to  work  after  a  year  or  more  absence, 
then  you'll  need  20  weeks  to  qualify. 

In  order  to  claim  Unemployment  Insurance  Benefits,   a  person  must  have 
paid  into  the  plan.     Generally,   self-employed  persons  are  not  eligible  for  the 
plan.     V^orkers  who  work  at  least  fifteen  hours  a  week  or  earn  at  least  $99 
per  week   (1986)   with  one  employer  pay  into  the  plan,   at  2.35%  of  their  salary, 
to  a  maximum  premium  of    $50.41  monthly. 

The  Unemployment  Insurance  Act,   1977,   also  provides  benefits  in  the  event 
of  loss  of  earnings  due  to  illness,   injury,   pregnancy  or  adoption.     To  be 
entitled  to  these  special  benefits  a  person  must  have  worked  at  least  20  weeks 
since  the  last  claim,  or  must  have  worked  20  weeks  during  the  last  year.  If 
you  wish  additional  information  regarding  special  benefits,  contact  the  nearest 
Employment  and  Immigration  Canada  centre. 
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Benefits  usually  begin  two  weeks  after  an  interruption  of  earnings  or  two 
weeks  after  application  for  benefits  has  been  received,  whichever  is  longer. 
Therefore,  you  can  see  how  important  it  is  to  apply  for  benefits  immediately. 

Benefits  received  from  Unemployment  Insurance  depend  upon  the  salary 
being  earned     during  the  qualifying  weeks  you  paid  premiums  into  the 
Unemployment  Insurance  Plan.  As  of  January,   1986,  the  maximum  benefits  paid 
to  a  worker  through  the  plan  are  $297.00  weekly. 

Everyone  seeking  employment  has  the  right  to  the  services  provided  by 
Employment  and  Immigration  Canada.  Two  of  these  services  are  placement  and 
counselling.   In  many  instances,  people  over  18  are  eligible  for  upgrading  and 
even  retraining  programs. 


Anyone  receiving  unemployment  insurance  benefits  does  so 
only  under  certain  conditions.     The  person  must: 

#  report  any  earnings  from  employment. 

#  be  available  for  work,  unless  excused  for  medical  reasons. 

#  be  actively  looking  for  employment. 

#  carry  out  any  instructions  given  to  assist  one  in  finding 
employment. 


Note:     If  a  person  is  receiving  illness  or  maternity  benefits,  this 
person  is  not  required  to  be  available  for  work  or  looking  for 
employment. 


Look  at  the  above  points  in  more  detail: 

Benefits  are  reduced  if  a  person  receives  substantial  earnings  from 
employment  or  other  sources  while  on  Unemployment  Insurance!   Each  person 
filing  a  claims  report  must  report  earnings  received  from  employment,  including 
self-employment.  Failure  to  comply  with  this  regulation  is  an  illegal  act. 
Anyone  caught  must  repay  the  overpayment  and  may  be  subject  to  penalties 
under  the  criminal  code. 

"Available  for  work*'  means  able  to  work  and  ready  to  accept  employment 
immediately.  When  completing  a  claimant's  report  card,  a  form  which 
generally  covers  a  two  week  period,  an  individual  must  show  the  dates  that 
he  was  not  available  for  work  and  give  his  reasons. 

A  person  receiving  Unemployment  benefits  is  required  to  make  an  active 
search  for  work  at  all  times  —  including  the  time  which  serves  as  a  waiting 
period.   It  is  best  to  make  use  of  services  offered  by  Employment  and  Immigra- 
tion Canada  as  well  as  other  employment  agencies,   such  as  unions.   Failure  to 
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seek  v/ork,   actively,  could  result  in  the  termination  of  benefits  for  a  period  of 
time.  And,   note:     The  refusal  of  a  suitable  job  offer  may  cause  a  person  to 
lose  benefits  also. 

If  you  ever  need  to  apply  for  Unemployment  Insurance  benefits,   read  and 
follow  the  instructions  carefully.     Take  care  to  be  honest  and  prompt.  This 
v/ill  avoid  delays  and  penalties. 


Note:     Due  to  frequent  changes  in  the  Act  and  Regulations  governing 
Unemployment  Insurance,   it  is  difficult  to  give  specific,  up-to-date 
information.     Anyone  wishing  to  know  more  about  the  services  and 
benefits  provided  should  contact  an  Employment  and  Immigration  Canada 
office.     They  will  provide  information  that  is  accurate  and  up-to-date. 


The  Canada  Pension  Plan  (CP. P.) 


The  Canada  Pension  Plan  is  a  federal  government  plan  begun  in  1966  to 
give  paid  workers  a  basic  level  of  income  when  they  retire  or,   if  they 
are  disabled  or  die,  to  ensure  income  protection  for  the  worker  and  his  or  her 
dependents . 

The  amount  you  pay  into  the  plan  depends  upon  the  amount  you  earn. 
Each  time  you  are  paid  by  your  employer,   1.8%  of  your  earnings   (up  to  a 
specified  maximum  amount)   is  deducted  for  the  Canada  Pension  Plan.  Your 
employer  is  required  by  law  to  withhold  this  contribution  from  your  paycheck. 
The  employer  must  also  contribute  1.8%  of  your  salary  to  the  plan  on  your 
behalf.     Therefore,  every  time  you  are  paid,   a  total  of  3-6%  of  your  salary 
(to  the  specified  maximum)  is  contributed  to  the  Canada  Pension  Plan.     A  self- 
employed  person  must  pay  both  employee  and  employer's  share  into  the  plan. 

The  amount  of  benefits  a  worker  receives  from  the  plan  depends  upon  how 
long  the  worker  paid  into  the  plan  and  the  amount  he  or  she  contributed 
(depending  upon  his/her  salary). 

Benefits  must  be  applied  for.     No  benefits  are  paid  automatically.     So  if 

you  are  eligible  for  benefits,  but  don't  apply,  you  will  lose  these  benefits. 

If  a  married  person  becomes  divorced,   he  or  she  may  apply  within  three 
years  to  have  Canada  Pension  Plan  credits  earned  by  one  or  both  spouses 
during  the  years  of  the  marriage  divided  equally  between  the  spouses.  This 
provision  is  intended  to  provide  some  financial  protection  to  the  spouse  who 
worked  in  the  home  and  could  not  contribute  to  the  plan  or  who  had  lower 
earnings  during  the  marriage. 

Let  us  look  at  the  three  basic  types  of  benefits  offered  by  the  Canada 
Pension  Plan: 


Retirement  Pension:     Persons  aged  65  or  older  may  apply  for  retirement 
pension.     Once  approved,   this  person  will  receive  a  monthly  pension  for  life. 
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The  maximum  monthly  pension  it  was  possible  to  receive  through  the 
Canada  Pension  Plan  in  July,   1985  was  $z;35.42.     Since  Canada  Pension  Plan 
benefits  are  increased  each  January  in  line  with  rises  in  the  cost  of  living 
during  the  previous  year,   this  figure  may  now  outdated.     You  may  need  to 
contact  Health  and  Welfare  Canada  for  the  latest  figures. 

Survivors'  Benefits:     When  a  worker  who  has  been  paying  into  the  Canada 
Pension  Plan  dies,  his  estate  may  be  eligible  to  be  paid  a  lump-sum  death 
benefit  and  his  or  her  family  may  also  be  eligible  for  survivors'  benefits. 

The  method  of  determining  eligibility  for  these  benefits  is  complicated  but 
a  person's  family  or  estate  may  be  eligible  for  these  benefits  if  the  worker 
made  Canada  Pension  Plan  contributions  for  at  least  three  years  after  his  or 
her  eighteenth  birthday. 

The  maximum  lump-sum  death  benefit  payable  to  a  deceased  worker's 
estate  as  of  July,   1985  was  $2  3^0.00.     The  maximum  monthly  pension  payable  to 
a  surviving  spouse  over  65  was  $261.25  and  to  a  surviving  spouse  under  65  - 
$250.84.     The  maximum  benefits  payable  to  orphans  (dependent  children)  of  the 
deceased  worker  was  $87.56.  Again,  it  must  be  remembered  that  the  actual 
amount  of  these  benefits  will  depend  upon  the  contributor's  earnings  and  how 
long  he  or  she  contributed  to  the  plan. 

Disability  Benefits:     If  a  person  suffers  a  severe,   prolonged  disability, 
is  under  65  years  old  and  has  contributed  to  the  Canada  Pension  Plan  for  at 
least  five  of  the  last  ten  years,   then  this  person  may  qualify  for  a  disability 
pension  and  his  or  her  children  may  qualify  for  benefits  as  well. 

A  "severe"  disability  is  one  which  prevents  a  person  from  working  and 
"prolonged"  means  the  disability  is  likely  to  be  very  long,  of  an  indefinite 
length  or  result  in  death. 

A  person  may  collect  the  disability  pension  until  he  or  she  is  no  longer 
disabled,  until  gainful  employment  is  resumed,  until  he  or  she  begins  to 
collect  a  retirement  pension  under  the  Canada  Pension  Plan  at  age  65  or  until 
death.     The  maximum  disability  pension  paid  was  $414.13  monthly  as  of 
July,  1985. 

Dependent  children  under  18  and  full-time  students  between  18  and  25 
whose  parent  is  disabled  may  qualify  for  a  monthly  payment  of  $87  =  56 
(July,  1985). 

For  further  information  concerning  the  Canada  Pension  Plan  contact: 

Health  &  Welfare  Canada 

Income  Security  Programs 

Bank  of  British  Columbia  Building 

10055  -  106  Street,  8th  Floor 

Edmonton,  Alberta 

T5J  2Z6 
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THE  ACCIDENT  PROBLEM 

We  can  not  realize  the  benefits  of  Workers'   Compensation  nor  appreciate 
the  rules  and  regulations  governing  our  safety  without  knowing  how  accidents 
happen.     It  is  hard  to  believe  that  over  85%  of  accidents  are  caused  by  unsafe 
acts  of  persons  rather  than  unsafe  equipment  or  hazardous  working  conditions. 
For  this  reason,  it  is  important  that  employees  know  and  apply  safety  regula- 
tions in  all  of  their  work  and  that  they  realize  accidents  can  be  prevented 
through  care. 

Unsafe  acts  by  employees  fall  into  two  categories.     Some  are  the  direct 
result  of  foolish  actions  by  the  person  himself  while  others  are  due  to  personal 
fault.     First  look  at  the  FOOLISH  ACTIONS  that  cause  accidents: 


(1)      "Horseplay"  and  distracting  attention.     Two  construction 
workers  are  at  the  third  floor  level.     Worker  A  playfully 
throws  a  small  bag  of  nails  to  Worker  B  who  is  trying  to 
catch  them.     Worker  B  loses  his  balance,  falls  sideways 
on  the  catwalk  and  breaks  three  ribs. 


(2)      Running  up  and  down  stairs  in  the  work  area.     Jones,  in  haste 
to  get  some  papers,   runs  downstairs.     In  attempting  to  pass  a 
packer  with  arms  full  of  boxes,  Jones  trips.     Both  fall  heavily. 
The  packer  has  a  broken  arm  and  Jones  has  three  cracked 
vertebrae . 


(3)      Riding  on  the  outside  of  mobile  equipment.     Several  workers 

must  ride  to  and  from  the  job  on  the  back  of  a  flat  bed  truck. 
Two  workers  have  a  habit  of  letting  their  legs  dangle  over  the 
side  of  the  truck.     One  day,  the  truck  is  side-swiped  by  a  large 
holiday  trailer.     Both  workers  suffer  broken  legs,  one 
necessitating  an  amputation. 

(^)      Jumping  on  or  off  moving  equipment.     A  farmer  decides  to  move 
a  combine  to  a  field  two  miles  away.     The  farmer's  child  rides 
alongside  on  the  slowly  moving  tractor.     Impulsively,   the  ten- 
year-old  jumps  off  the  tractor.     While  jumping,   the  child's 
foot  slips.     The  child  is  run  over  by  the  wheels  of  the  combine 
and  is  instantly  killed. 
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(5)      Starting  machinery  without  warning.     A  truck  driver  for  grocery 
deliveries  jumped  into  a  parked  truck  and  threw  it  into  reverse 
to  start  away  from  the  curb.     The  driver  was  unaware  that  a 
small  child  was  standing  behind  his  vehicle.     The  result  was 
two  broken  legs  from  which  the  victim  never  fully  recovered. 


(6)  Using  unsafe  equipment.     The  tenth  rung  in  the  ladder  Brown 
was  using  seemed  to  be  weak.     Brown  said  to  himself,  "1 
haven't  time  to  fix  that  now,  but  as  soon  as  1  finish  painting 
this  wall,   I'll  repair  it."     In  the  meantime,  having  forgotten 
the  hazard  and  carrying  a  gallon  of  paint.   Brown  descended 
the  ladder.     The  rung  gave  way  and  Brown  landed  in  a  pool 
of  blue  paint.     Result:     a  broken  elbow. 

(7)  Using  equipment  unsafely.     White  maintained  that  he  had  been 
carpentering  twenty  years  and  had  never  needed  to  use  a  hand 
guard  on  the  power  saw.     One  day  as  he  was  trimming  a  long 
board,   someone  called  him  to  answer  the  telephone.     He  turned 
his  head  for  a  second  -  just  long  enough  to  lose  two  fingers. 
Use  of  the  guard  would  have  saved  his  fingers. 

(8)  Improper  loading  or  placing  of  materials.     Jake  wanted  to  take 
the  complete  stack  of  lumber  on  one  load  -  he  thought  it 
unprofitable  to  make  two  trips.     The  load  towered  twice  the 
normal  height  on  his  rack  so  he  anchored  it  down  with  logging 
chains.     After  he  had  gone  fifty  miles,  he  was  conscious  that 
the  load  was  leaning  to  the  left.     At  the  end  of  the  next  twenty 
miles  there  was  a  bang.     The  chain  broke  and  the  falling 
boards  caused  the  truck  to  careen  into  the  ditch  and  overturn. 
Jake,  who  was  pinned  in  the  cab,  not  only  suffered  a  broken 
wrist  but  also  lost  the  sight  in  one  eye. 

(9)  Faulty  Work  Habits.     Human  beings  seem  to  learn  bad  habits 
more  readily  than  good  ones,  and  it  is  even  more  difficult  to 
break  a   bad  habit  than  to  learn  a  good  one.     Frank,  with  a 
lighted  cigarette  in  his  mouth,  was  filling  the  gas  tank  of  his 
tractor.     A  spark  ignited  some  gas  vapour.     The  explosion 
threw  burning  gas  on  both  him  and  his  wife,  and  set  fire  to  a 
large  area  of  his  standing  crop.     Frank  and  his  wife  were 
hospitalized  several  months  with  second  degree  burns.  One 
poor  work  habit  almost  cost  him  his  life. 
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Williams  thought  it  was  "sissy"  to  use  the  roof  ladder  on 
construction  work.     For  years  he  had  walked  the  incline  with 
no  difficulty.     On  one  roofing  job  the  incline  was  a  bit  steeper 
than  most.     Some  distance  from  the  safety  of  the  ascent 
ladder  he  started  slipping.     He  landed  on  a  wire  fence  twenty 
feet  below.     He  sustained  face  cuts,   broken  ribs,   and  a 
concussion.     He  was  unconscious  for  days  just  because  of  a 
poor  work  habit. 


(10)    Faulty  safeguarding  of  machines  and  equipment.     Some  people 
think  a  machine  is  fool-proof  and  that  once  started  it  will 
carry  on  by  itself.     Such  is  not  the  case.     The  logs  were  being 
taken  into  the  sawmill  on  an  automatic  conveyer.     Mike  Holt, 
supposedly  in  charge  of  this  operation,   had  gone  to  another  part 
of  the  building.     When  he  returned  several  minutes  later  he 
discovered  a  pile-up  of  logs  crosswise,   one  resting  on  the 
unconscious  body  of  a  fellow  worker  on  the  walkway.     A  chain 
in  the  carriage  had  broken  and  the  impact  had  caused  some  logs 
to  jump  off,   one  striking  the  victim  and  pinning  him  beneath  it. 
Had  Mike  been  attending  his  machine,   he  might  have  detected  the 
break  at  once  and  shut  off  the  switch.     Instead  an  innocent 
worker's  life  had  been  jeopardized. 


"85%  OF  ACCIDENTS  ARE  CAUSED  BY  UNSAFE  ACTS  OF  PERSONS" 
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Even  though  an  individual  may  be  skilled,  he  may  cause  accidents  through 
PERSONAL  FAULTS. 


lack  of  concentration: 

(a)  distraction 

(b)  inattention 

(c)  daydreaming 


unsafe  practices: 


mental  state: 


(a)  taking  chances 

(b)  short  cuts 

(c)  haste 

(d)  others 


poor  discipline: 

(a)  disobedience  of 
rules  and 
regulations 

(b)  interference  by 
others 

(c)  casual  attitude 

(d)  "horseplay" 


PERSONAL 
FAULTS  WHICH 
CAUSE  ACCIDENTS 


faulty  instructions; 

(a)  none 

(b)  incomplete 

(c)  not  enforced 

(d)  erroneous 


(a)  sluggish  or  fatigued 

(b)  loss  of  temper 

(c)  excitability 

(d)  others 


lack  of  ability  of 
employee: 

(a)  inexperienced 

(b)  unskilled 

(c)  lack  of  knowledge 

(d)  poor  judgment 


outside  influences: 

(a)  illness  in  the  family 

(b)  financial  worry 


physical  state: 

(a)  fatigued 

(b)  ill  health 

(c)  poor  eyesight 

(d)  poor  hearing 
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Accidents  caused  by  other  factors  happen  less  frequently  today  than  in  the 
past.     Poor  working  conditions  and  unsafe  equipment  are  rare  in  industry. 
This  is  because  of  tight  government  regulations  on  safety  standards  and  union 
demands  for  safe  working  conditions.     Employers  know  that  accidents  cost 
them  money.     This  is  not  only  for  loss  in  production  when  a  worker  is  absent 
but  also  for  time-loss  payments  and  regular  medical  attendants  (if  the  organ- 
ization is  large).     Direct  costs  to  the  employer  can  be  explained  further: 

The  Workers'  Compensation  Board  in  a  1977  Report  stated  that 
10  000  new  claims  are  processed  in  every  30-day  period.-  These 
are  covered  by  compensation  for  which  employers  pay  fees.  In 
addition,   there  are  numerous  accidents  in  lines  of  work  not  covered 
by  compensation  such  as  farming  or  fishing.     So  you  may  well 
imagine  how  many  thousands  of  dollars  are  lost  when  absences  are 
caused  by  accidents. 

Large  corporations  often  hire  a  nurse  and/or  a  doctor  and 
provide  a  regular  medical  room  for  emergency  treatment  of 
accident  victims.     This  represents  a  cost  to  the  employer. 


The  employer's  costs  are  basically  monetary,   but,   to  the  employee,  who 
is  a  victim  of  an  accident,  the  costs  can  be  more  severe  and  prolonged.  It 
is  true  that  the  accident  victim  could  have  a  partial  loss  of  wages  because 
the  compensation  provided  may  not  cover  monthly  expenses.     But  such 
suffering  cannot  be  compared  to  the  physical  and  psychological  disabilities  an 
accident  causes.     No  one  but  the  injured  person  can  assess  the  actual  pain 
and  suffering  encountered.     Even  if  the  person  seems  fully  recovered,  that 
accident  may  have  lessened  his  life  span.     One  also  takes  the  chance  of  never 
fully  recovering  —  that  is,  experiencing  permanent  crippling.     An  accident 
also  lowers  the  morale  of  the  worker  and  family  members.     For  instance,  a 
person  who  has  had  a  car  collision  could  lose  confidence  to  drive.  The 
family  may  feel  unsafe  riding  while  this  person  drives.     Or,   a  person  who 
has  lost  the  use  of  fingers  in  a  lumbering  accident  feels  that  he  or  she 
cannot  do  the  work  as  well  as  before  the  accident.     Physical  and  psycho- 
logical disabilities  are  immeasurable  costs  the  employee  must  pay  for  being 
careless.     If  the  employer  had  provided  safe  conditions,   as  obliged  to  do, 
then  the  fault  lies  with  the  worker.     EACH  WORKER  MUST  FOLLOW  THE 
REGULATIONS  AND  INSTRUCTIONS  PROVIDED  FOR  SAFETY  REGARDING  THAT  TYPE 
OF  WORK. 


*  WCB  Info.     Vol.   1,  Issue  5,  June,  1977. 
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You  may  wonder  exactly  what  regulations  the  employer  is  obligated  to 
follow  in  ensuring  the  safety  of  employees     and  how  such  rules  are  enforced. 
Standards  are  set  by  the  Occupational  Health  and  Safety  Division  of  Alberta 
Labour.  This  Division  does  all  of  the  inspecting,   enforcing,   research,  and 
education  regarding  health  and  safety  in  Alberta  industry.   Let  us  look  more 
closely  at  the  functions  of  the  Division  and  some  of  the  regulations  it  enforces. 


OCCUPATIONAL  HEALTH  AND  SAFETY 


The  Occupational  Health  and  Safety  Act  came  into  effect  on  December  1 , 
1976.   It  is  administered  by  the  Occupational  Health  and  Safety  Division  of 
Alberta  Workers'   Health,  Safety  and  Compensation.   To  do  its  work  effectively, 
the  Division  is  broken  down  into  branches.  These  are  the  Inspection  Branch, 
Laboratory  Services  Branch,   Medical  Services  Branch,  Occupational  Hygiene 
Branch,   Radiation  Health  Branch,   Research  and  Education  Branches,  Commun- 
ications Branch,   and  Operational  Support  Branch.  Only  two  branches  will  be 
discussed  below  since  they  most  apply  to  what  has  been  previously  discussed. 


Inspection  Branch 

Among  the  Branch's  duties  are  the  inspection  of  mines,   industrial  plants, 
construction  sites,   refineries,  warehouses,  and  other  operations.  These  aire 
looked  at  to  determine  if  proper  safety  standards  are  being  met.  There  should 
be  proper  safety  equipment  and  facilities  such  as  hard  hats,  safety  belts, 
adequate  first  aid  facilities,   stair  and  catwalk  railings,  breathing  apparatus 
(where  poisonous  gases- may  be  present),  rescue  harnesses  and  lines,  guard 
rails,  and  available  transportation  (in  case  an  emergency  occurs).  They  even 
check  whether  appropriate  warning  signs  have  been  posted. 


Wherever  possible,   safety  inspectors  determine  whether  safety  regulations 
are  understood  and  observed.  For  example,  even  though  the  company  provides 
the  proper  hard  toe  shoes  and  hard  hats,  are  they  worn  by  workers?  Do 
workers  observe  safety  procedures  such  as  not  smoking  in  restricted  areas, 
locking  the  power-off  switch  while  doing  maintenance,   and  generally  operating 
in  a  safe  manner?  Since  over  85%  of  accidents  are  due  to  unsafe  acts,  this 
function  of  the  Branch  is  very  important. 


What  can  Alberta  Workers'   Health,   Safety  and  Compensation  do  if 
employers  show  reluctance  to  provide  proper  safety  appliances  and  working 
conditions?  What  can  be  done  if  employees  persist  in  performing  unsafe  acts? 
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They  will  first  try  reasoning  with  the  employer.     The  matter  is  discussed 
and  help  in  the  form  of  education  may  be  given.     If  the  situation  still  is  not 
rectified,  the  guilty  party  may  be  charged  under  the  Occupational  Health  and 
Safety  Act.     The  company  can  then  be  brought  to  court,  fined,   and  even  be 
forced  to  close  operations.     An  employee,  if  guilty  of  violations  under  the 
Act,  may  be  formally  charged  and  penalized  also. 

Besides  the  functions  of  checking  working  conditions  and  actions  of 
employees,  the  Inspections  Branch  investigates  accidents.     Its  purpose  is  to 
determine  the  cause  of  an  accident.     Sometimes  accidents  occur  when  the  safety 
standards  and  regulations  have  been  observed.     In  such  incidents  research 
often  reveals  an  unknown  factor.     When  unknown  factors  are  discovered  then 
recommendations  regarding  these  conditions  are  formulated.     In  most  accidents, 
however,   the  causes  are  found  to  be  the  direct  result  of  unsafe  acts  by  the 
workers.     The  public  tends  to  view  accidents  as  unavoidable  events  because 
the  causes  described  by  the  investigators  are  omitted  from  news  reports. 

For  example,   a  window  washer  working  on  the  tenth  floor  of 
a  highrise  falls  from  a  scaffold  to  his  death.  Newspaper 
accounts  report  the  "horrifying"  incident  but  omit  the  cause 
-  failure  on  the  part  of  the  worker  to  wear  his   safety  harness 
properly  and  to  attach  the  safety  lines. 


Research,  Education  and  Program  Development  Branches 

These  branches  are  responsible  for  safety  research  and  education. 
V/ork  is  funded  in  many  areas.     Materials  from  research  are  gathered, 
analyzed,   and  then  recommendations  are  made  regarding  prevention  of  accidents 
and  possible  education  of  workers.     One  illustration  of  the  results  such 
research  can  bring  is  described  below. 

It  was  discovered  that  certain  automobiles  have  a  plastic  expansion 
compartment  or  tank  inside  the  regular  gas  tank.      The  plastic  allows 
gasoline  fumes  to  fill  the  compartment  and  presents  a  hidden  hazard 
to  any  welder  repairing  the  tank.     Solution?     The  Alberta  Government 
cannot  enforce  standards  governing  the  automobile  industry  (because 
most  cars  are  imported  from  the  U,S.A,J,     Therefore  the  Occupational 
Health  and  Safety  Division  can  only  forward  its  recommendation  to  the 
proper  authorities.     Its  immediate  action  is  to  send  warnings  to 
shops  and  car  dealers. 


As  a  result  of  accidents,   the  Occupational  Health  and  Safety  Division  has 
developed  many  educational  aids  regarding  safety.     Emphasis  is  placed  upon 
educating  supervisory  personnel  and  safety  committees.     There  are  programs  to 
train  "Safety  Coordinators".     Once  trained,   these  people  take  charge  of  their 
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plant's  safety  program.   Each  must  analyze  accidents  in  hopes  of  preventing 
further  ones  of  the  same  kind  and  must  attempt  to  eliminate  any  conditions  in 
which  a  future  accident  could  occur.   In  this  way,   the  company  can  remove  the 
cause  before  an  accident  occurs.  The  supervisor  usually  works  with  other 
personnel  in  gathering  data  and  analyzing  it  and  then  makes  suggestions  to 
management  and  staff.   For  example,  his  study  may  reveal  that  workers  do  not 
have  sufficient  skills  to  handle  a  new  machine  safely.  The  co-ordinator  would 
recommend  the  type  of  training  necessary  and,  if  capable,  may  aid  in 
providing  the  training. 

In  addition  to  Safety  Coordinator  Programs,  courses  are  provided  for 
safety  committee  members,  posters  and  literature  are  supplied,  and  reports 
are  distributed. 

The  majority  of  workers  in  Alberta  are  legally  required  to  follow  safety 
regulations.   These  rules  protect  the  employee.  All  of  us  should  obey  the  health 
and  safety  rules  in  the  activities  we  do.  This  can  be  in  an  everyday  activity 
like  safe  driving  or  water  safety  or  an  activity  associated  with  our  work.  There 
is  usually  one  safe  way  and  many  hazardous  ways  of  getting  what  we  wish 
done.  Save  a  life  (probably  your  own).  Learn  to  do  each  activity  the  safe 
way! 


For  copies  of  the  Occupational  health  and  Safety  Act,  write  to: 

The  Queen's  Printers  Office 
11510  Kingsway  Avenue 
Edmonton,  Alberta 

More  information  may  be  obtained  from: 

Workers'  Health,  Safety  and  Compensation 
Occupational  Health  and  Safety  Division 
10709  Jasper  Avenue 
Edmonton,  Alberta 
T5J  3N3 


Workers '  Compensation 

As  you  have  seen,  accidents  can  be  easily  avoided  if  the  appropriate 
safety  measures  are  undertaken  by  both  the  employer  and  the  employees  c 
However,  accidents  still  do  happen.  That  is  the  reason  why  the  Workers' 
Compensation  Board  exists.  The  Workers'   Compensation  board  is  also  a 
"division"  of  Workers'   Health,  Safety,  and  Compensation o 

You  may  feel  that  since  you  are  planning  on  taking  an  office  job  or  on 
entering  professional  work.  Workers'  Compensation  will  not  apply  to  you. 
However,  this  assumption  is  wrong.  Take,   for  example,  the  case  of  a  book- 
keeper working  in  a  downtown  Edmonton  restaurant.  While  on  the  job,  she 
fell  and  broke  her  hip.   Her  broken  hip  required  major  surgery  and  a  lengthy 
rehabilitation  period.-  No  matter  how  safe  an  occupation   may  appear,  there 
are  sometimes  incidents  where  Workers'   Compensation  benefits  are  needed. 


"Actual  case  reported  in  Vol.   1,   Issue  5  of  WCB   Info.   (June,  1977) 
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Workers'   Compensation  is  intended  to  financially  protect  and  assist 
workers  who  are  disabled  due  to  an  accident  or  disease  occurring  during  their 
employment.  The  Compensation  Board  runs  safety  education  programs  and  sets 
and  enforces  safety  standards  in  industry  to  prevent  accidents  and  industrial 
disease.   It  runs  extensive  programs  through  its  Rehabilitation  Centre  to  help 
workers  recover  from  their  injuries. 

Under  the  Workers'   Compensation  Act,   employers  are  required  to  pay  the 
full  cost  of  compensation.  Assessments  are  based  on  the  annual  taxable  pay- 
roll of  each  employer  at  a  rate  chosen  by  the  Board,   according  to  the  accident 
record  of  the  industry  classification  the  employer  belongs  to  as  a  whole  and 
modified  by  the  accident  record  of  the  individual  employer. 

Only  the  employees  of  a  company  which  has  paid  into  Workers' 
Compensation  are  eligible  for  benefits. 

Not  all  industries  are  included  under  the  Workers'  Compensation  Act.  For 
example,   someone  working  in  the  field  of  bowling  alley  operation  or  fruit 
growing  is  exempt     from  coverage.  However,  employers  in  exempt  industries  may 
apply  for  inclusion  in  the  plan,  if  they  wish. 

For  the  purposes  of  the  board,   an  "accident"  is  defined  as  a  chance 
event  which  happens  during  one's  workday.   The  worker  is  covered  for  injuries, 
disabilities,  or  even  diseases  occurring  in  the  course  of  his  or  her  work. 

In  the  event  of  an  accident  the  worker  should  seek  first  aid  or  medical 
attention  immediately.  Such  action  may  prevent  infections,   unnecessary  pain 
and  suffering,   or  other  disabling  conditions. 

The  employer  should  be  notified  as  soon  as  possible  and  given  full  details 
of  the  accident  plus  names  of  witnesses.  He  must  record  this  information  in  the 
company  first  aid  book  and  also  the  accident  record  book.  An  "Employer's 
Report  of  Accident"  form  must  also  be  completed  and  sent  to  the  Compensation 
Board. 

If  the  injured  worker  requires  medical  attention,   then  the  doctor's  report 
will  also  be  sent  to  the  Board.   The  many  reports  filed  will  later  help  to 
establish  a  worker's  entitlement  to  benefits.  Such  reports  are  important  in  the 
few  weeks  following  the  accident  and  in  the  future.   If  the  doctor  fails  to 
submit  his  account  then  important  information  concerning  medical  services  to 
the  injured  worker  will  be  missing  from  the  claim  file.   If  reports  are  delayed, 
benefits  are  likely  to  be  delayed  too. 

An  injured  worker  must  also  complete  a  form  -  an  "Application  for 
Compensation".   No  compensation  will  be  paid  without  this  form. 

As  you  can  see  there  are  many  forms  which  must  be  completed,   sent  to 
the  Board,   and  processed  before  benefits  are  paid  out.    If  these  arrive  at  the 
Board  promptly,   then  the  injured  worker  will  receive  compensation  promptly. 
It  also  makes  processing  faster  if  the  injured  worker  gives  complete  details  of 
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his  injury,  date  of  the  accident,  name  of  his  employer  at  that  time,  and  his 
claim  number  in  any  correspondence  with  the  Board. 

It  is  necessary  that  any  treatment  or  hospitalization  provided  for  an 
injured  worker  be  reported  directly  to  the  Board.     This  is  because  it  is  not 
connected  with  social  assistance,  Unemployment  Insurance,   or  the  Alberta 
Health  Care  Insurance  Plan. 


Employers  must,   at  their  own  expense,  furnish  an  injured  employee 
immediate  transportation  to  a  hospital,   to  a  physician,   or  to  the  worker's 
home.     The  injured  worker  can  choose  his  own  doctor  (and  this  includes 
medical  practitioners,   chiropractors,   podiatrists,   naturopaths,   dentists,   or  any 
other  person  skilled  in  healing  and  licensed  to  practice  in  Alberta).     He  can 
also  change  doctors  by  submitting  his  request  for  change  to  the  Board. 


JOE  SMITH  (a  case  study) 

Let  us  follow  the  case  of  Joe  Smith  who  falls  from  a  scaffold  while 
working  in  the  construction  industry.     His  case  should  help  us  see  how 
compensation  works. 


Joe  is  labouring  as  a  framing  carpenter  at  a  construction  site  near  Rain- 
bow Lake.     He  falls  from  a  scaffold.     This  fall  results  in  a  broken  leg  and  a 
possible  concussion.     The  first  step  taken  is  to  provide  Joe  with  first  aid 
(usually  one  or  more  people  at  sites  are  trained  in  first  aid).     During  this 
time  the  supervisor  arranges  for  transportation  to  a  physician  in  Fort 
Vermilion.     Accident  reports  are  completed  at  this  time. 


Once  at  his  destination,  Joe  may  select  any  physician  or  even  refuse 
treatment.     (If  he  declines  treatment,  he  must  be  prepared  to  forego  all  or 
part  of  the  compensation  benefit  he  may  have  otherwise  received.)  The 
Workers'  Compensation  Board  pays  the  medical,   surgical,  hospital,   and  other 
expenses  resulting  from  the  accident.     If  the  physician  decides  to  transfer  Joe 
to  a  larger  hospital  or  to  the  Workers'  Rehabilitation  Clinic,  the  Workers' 
Compensation  Board  will  also  pay  the  expenses  involved  in  the  transfer. 
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If  Joe  Smith  was  unconscious  or  unable  to  make  decisions  regarding 
treatment  and  other  matters,   then  his  wife  or  another  responsible  family 
member  may  be  called  upon  to  act  in  his  behalf. 

Once  the  injured  worker's  medical  needs  have  been  cared  for,   then  he 
must  complete  his  application  for  compensation.  Physicians'   reports  and 
employer's  reports  should  already  be  in.  Once  the  Board  processes  all  of  these 
papers,  compensation  begins.  Joe  will  recieve  benefits  starting  back  at  the 
first  normal  working  day  following  his  accident.  The  actual  cheque  will 
probably  arrive  two  to  three  weeks  after  the  accident  reports  were  submitted. 

Compensation  Payment  While  Injured  -  The  amount  Joe  receives  will 
depend  upon  his  earnings  during  the  past  year.   (The  maximum  insurable 
earnings  in  1985  were  $^0,000.00)   If,   for  example,  Joe  earned  $40  000.00  or 
more,  he  would  receive  $509.01  per  week.   (Compensation  for  earnings  of  less 
than  $^0  000.00  per  year  is  calculated  at  90%  of  the  injured  workers  net  wage 
as  determined  by  regulations  to  the  Workers'   Compensation  Act.) 

All  compensation  payments  and  pensions  made  by  the  Board  to  or  on 
behalf  of  injured  workers  are  tax  free. 

Permanent  Disability  Pensions  -  When  permanent  disability  results  from  a 
compensable  accident,   a  pension  based  on  the  amount  of  disability  and  the 
worker's  average  net  earnings  at  the  time  of  the  accident  is  awarded.  The 
minimum  pension  for  a  total  or  complete  disability  injury  is  676.50  per  month. 
The  maximum  pension  for  permanent  total  disability  is  $2  236.11  per  month. 

For  partial  disabilities  that  are  permanent,   a  proportionate  pension  is 
paid  depending  upon  the  amount  of  disability. 

Death  Benefits  -  If  a  worker  dies  as  the  result  of  a  compensable  injury, 
the  dependent  spouse  receives  an  amount  equal  to  the  pension  the  worker  would 
have  received  had  he  lived  and  been  permanently  totally  disabled. 

If  the  spouse  is  dependent  with  children,   the  pension  is  recieved  until 
the  youngest  child  is  eighteen  years  old,  at  which  time  a  five  year  reducing 
term  pension  is  payable  if  the  dependent  spouse  is  gainfully  employed  at  this 
time. 

If  there  are  no  dependent  children  the  spouse  may  receive  full  pension 
for  a  period  of  five  years  or  until  (s)he  becomes  gainfully  employed,  whichever 
comes  first.   Then  a  five  year  reducing  term  pension  will  apply. 

Five  Year  Reducing  Term  Pension: 

For  the  first  twelve  month  period,   the  full  pension  is  received 

-  For  the  second  twelve  month  period,  80%  of  the  full  pension. 
For  the  third  twelve  month  period,  60%  of  the  full  pension. 

-  For  the  fourth  twelve  month  period,   40%  of  the  full  pension. 

-  For  the  fifth  twelve  month  period,   20%  of  the  full  pension. 

Rehabilitation  services  are  provided  for  assistance,  in  retraining  or  job 
placement  of  the  dependent  spouse. 

If  a  spouse  is  incapable  of  substantially  benefitting  from  rehabilitation 
services  or  becoming  gainfully  employed,   then  a  percentage  or  the  full 
pension  benefit  may  continue  to  be  paid. 
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Other  facts  you  should  know  about  death  benefits: 


In  the  case  of  a  single  worker's  death,  the  parents  may  be  granted 
a  compensation  payment. 

A  commonlaw  spouse  is  entitled  to  the  same  compensation  as  a 
dependent  widow  or  widower  if  the  relationship  existed  for  five 
years  immediately  preceding  the  worker's  death  (or  two  years  if 
there  is  a  child  of  the  commonlaw  relationship). 

A  widow  or  widower  receives  some  financial  help  for  funeral 
expenses.     This  includes  $/i50.00  for  transportation  of  the  body  if 
the  workman  is  killed  at  a  location  away  from  home,  $1   100.00  as 
a  contribution  toward  additional  expenses  incurred,   and  costs  of 
burial  or  cremation  not  exceeding  $1  350.00. 


Rehabilitation  of  Injured  Workers  -  Once  an  injured  worker  has  recovered 
sufficiently  to  benefit  from  physical  therapy  and  retraining,  he  is  sent  to  the 
Workers'  Compensation  Board  Rehabilitation  Centre.     Here,   a  specialized  staff 
of  doctors,  therapists,   and  others  work  to  restore  the  worker's  physical 
capabilities . 

If  a  worker  becomes  physically  able  to  return  to  work,   it  is  his  respon- 
sibility to  find  a  job.     Failure  to  find  a  job  does  not  entitle  the  worker  to 
further  compensation.     (He  would  need  to  get  assistance  from  Unemployment 
Insurance.)     Many  employers  do  provide  re-employment  even  though  they  are 
not  required  to  do  so  by  law.     The  Board's  vocational  rehabilitation  counsellor 
will  also  assist  in  every  possible  way. 

Sometimes  a  worker  is  not  physically  fit  to  return  to  his  former  occupa- 
tion.    In  such  cases  the  Board  provides  assistance  through  its  Vocational 
Rehabilitation  Department.     Its  functions  may  include  retraining,  on-the-job 
training,  or  upgrading  of  education. 

The  preceding  information  was  supplied  by  the  Workers'  Compensation 
Board.     If  you  have  any  further  questions,  contact  the  Board  at  any  one  of 
the  following  locations: 


9912  -  107  Street 
Edmonton  T5J  2S5 


132  -  16  Avenue  N.E. 
Calgary  T2E  1J5 


208  Centre  5010  Building 
5010  -  .^3  Street 
Red  Deer  T^N  6H2 


212  -  13  Street  South 
Lethbridge  TIJ  2VZ^ 


10022  -  102  Avenue 
Grande  Prairie  T8V  0Z7 


204  Chinook  Place 
623  -  4th  Street  S.E. 
Medicine  Hat  TIA  OLl 
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LABOUR  UNIONS 


Approximately  one-third  of  working  Canadians  belong  to  a  union  or 
professional  organization  associated  with  their  work.     It  is  probable,  therefore, 
that  each  person  entering  the  work  force  will  at  some  time  during  his  or  her 
working  life  become  associated  with  a  union.     Organized  labour  affects  the 
daily  lives  of  all  Canadians.     For  these  reasons,   then,   the  public  should  have 
a  basic  understanding  of  how  unions  work  and  what  their  objectives  are. 

Unions  in  the  1970's  gained  a  reputation  for  unreasonable  demands, 
constant  bickering,   and  lengthy  strikes.     Mail  service,   bus  transportation, 
shipping  service,   and  even  food  distribution  was  interrupted  by  striking 
members.     Such  stoppages  gave  the  public  a  poor  impression  of  unions  and 
their  members.     To  understand  the  usefulness  and  purpose  of  unions  and  to 
return  their  reputations  of  being  respectable  agencies  organized  for  the 
ordinary  worker,  you  must  first  look  into  their  history. 

As  the  result  of  industrialization,  thousands  of  European  labourers  were 
forced  from  the  land  into  the  cities.     They  took  jobs  as  factory  hands,  mill- 
workers  and  the  like.     Employers  tended  to  view  them  as  "commodity"  rather 
than  humanity.     Working  conditions  and  terms  of  emplojrment  were  often  more 
severe  than  those  imposed  upon  Negro  slaves  in  America.     As  a  result  of 
this  oppression,   workers  began  to  organize.     By  the  latter  part  of  the 
eighteenth  century,  many  trades  people  and  miners  belonged  to  some  form  of 
labour  organization. 

Labour  unions  have  existed  in  Canada  since  the  early  1800' s.     The  first 
unions  involved  printers,   shoemakers,   shipwrights,   seamen,   bakers,  tailors, 
and  other  skilled  tradesmen.     These  early  unions  were  associated  with  British 
trade  unions.      As  ties  between  workers  in  Canada  and  the  United  States  grew, 
the  British  labour  unions  were  replaced  by  American  ones.     Early  trade  unions 
like  these  were  interested  in  negotiating  better  wages  and  working  conditions 
for  their  members. 


Despite  anti-union  laws  and  resistance,  unions  continued  to  grow.  These 
laws  were  eventually  cancelled  and  social  legislation  such  as  Unemployment 
Insurance  was  passed.     Organized  labour  pressured  government  into  making 
these  changes. 
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Unions  are  still  organized  for  the  purpose  of  "collective  bargaining". 
"COLLECTIVE  BARGAINING"  SIMPLY  MEANS  THAT  WORKERS  FORM  A 
GROUP  IN  ORDER  TO  DEAL  COLLECTIVELY  WITH  THEIR  EMPLOYER.  The 
union  and  the  employer  dicker  over  wage  rates,   working  conditions,    and  fringe 
benefits.     How  does  a  union  work?    The  chart  below  shows  the  steps  from 
first  organizing  the  union  through  the  bargaining  process  to  the  signing  of  a 
contract.     Follow  this  chart  as  you  read  the  numbered  sections  on  the  next  few 
pages  and  it  should  become  clear  to  you  just  how  a  union  functions. 


HOW  UNIONS  WORK 


STEPS 
L 

2. 


A  GROUP  OF  WORKERS  ORGANIZE  AND 
BECOME  CERTIFIED 


i 


THIS  GROUP  (NOW  A  UNION)  CALLS  A  MEETING  TO  DISCUSS 
AND  VOTE  ON  POLICIES  THEY  WOULD  LIKE  PASSED 


ONCE  POLICIES  ARE  DECIDED  A  BARGAINING  COMMITTEE 
IS  VOTED  ON  OR  AN  EXPERIENCED  NEGOTIATOR  CHOSEN 


BARGAINING  COmiTTEE  (OR  NEGOTIATOR  MEETS  WITH 
MANAGEMENT  AND  BRINGS  FORWARD  THEIR  PROPOSALS 
(WHAT  THE  EMPLOYEES  WANT) 

MANAGEMENT  MAKES  COUNTER  PROPOSALS  (WHAT  THEY 
OFFER  THE  EMPLOYEES) 


EMPLOYEES  VOTE  ON  COUNTER  PROPOSALS 


THEY  ACCEPT  THE 
PROPOSALS  AND  A 
LABOUR  CONTRACT 
IS  SIGNED 


THE  OFFER  IS  REJECTED 


A  GOVERNMENT  CONCILIATOR  IS  CALLED 
IN  TO  ENCOURAGE  AN  AGREEMENT 


HE  SUCCEEDS  AND 
A  LABOUR  CONTRACT 
IS  SIGNED 


HE  FAILS  AND  A  CONCILIATION 
BOARD  IS  APPOINTED.  IT  TRIES 
TO  BRING  ON  AN  AGREEMENT. 


THE  BOARD 
SUCCEEDS  AND  A 
LABOUR  CONTR/iCT 
IS  SIGNED. 


i 


THE  BOARD  FAILS, 

I 

WORKERS  GO  ON 

STRIKE. 


Occupations  10 


-  20  - 


Lesson  12 


The  first  step  in  the  formation  of  a  union  is  ORGANIZATION.  The 
group  of  workers  that  the  union  is  to  represent  must  be  identified  — 
the  plant  workers,   the  office  workers,   people  of  a  particular  trade  or 
a  combination  of  these. 


An  invitation  is  extended  to  the  people  in  the  unit  asking  them  to 
become  members  of  the  union.     Those  who  wish  to  join  sign  an 
application  form  and  make  an  initial  payment  of  dues  to  indicate  their 
seriousness.     (This  is  usually  required  by  law.) 

It  is  common  practice  at  this  time  to  make  someone  available  to 
the  group  for  the  purpose  of  organizing  activites,    answering  questions, 
and  giving  out  information.     At  this  point,   the  employers  enter  the 
scene.     They  try  to  counteract  the  union  by  distributing  anti-union 
material  or  by  any  other  means  the  law  will  tolerate. 

When  the  organization  has  the  support  of  a  majority  of  the  people 
in  the  unit,   an  application  is  made  to  the  appropriate  Labour  Relations 
Board  for  certification.     (Certification  means  that  the  union  is  granted 
official  recognition  by  the  government  and  is  entitled  to  enter  into 
collective  bargaining. )      The  law  does  require  the  employer  to  nego- 
tiate with  the  union  and  to  bargain  "in  good  faith". 


A  local  union  such  as  the  one  described  above  would  probably  be 
part  of  a  national  or  international  union.     Thus  the  workers  of 
Wiggens  Wigets  Limited  might  form  an  organization  which  would 
become  Local  78  of  the  National  Wiget  Workers  of  Canada. 

The  members  of  the  local  union  elect  their  own  officers: 
president,  vice-president,   treasurer,   and  others  who  are  in  charge 
of  the  affairs  of  Local  78.     The  members  pay  dues,   part  of  which 
the  local  keeps  and  the  remainder  goes  to  the  national  union  which 
provides  services  and  assistance  to  the  local.     (The  national  or 
international  unions  provide  the  local  with  assistance  in  negotiations 
with  employers.     They  also  make  available  educational  programs  for 
members  and  publish  literature  dealing  with  matters  of  concern  to 
members . ) 
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Each  local  is  entitled  to  send  delegates  to  union  conventions. 
These  are  generally  held  every  second  year.     The  delegates  decide 
the  basic  laws  and  principles  they  should  work  upon,   dues  that 
members  should  pay,   and  financial  matters. 


The  local  labour  union,   once  organized  and  certified,   has  the 
authority  to  act  on  behalf  of  its  members  in  bargaining  with  their 
employer.     Generally  the  local  union  will  hold  meetings  to  decide  on 
proposals  they  wish  to  make  to  management. 


The  local  selects  some  of  their  members  to  represent  them  as  a 
bargaining  committee.     The  local  may  also  ask  its  national  or  inter- 
national union  to  provide  the  assistance  of  an  experienced  negotiator, 
or  a  specialist  for  such  technical  subjects  as  pensions. 


The  contract  proposals  by  the  unions  will  cover  such  matters  as 
wages  and  hours  as  a  rule.     Proposals  regarding  vacations,  pension 
plans,  medical  insurance,   seniority,   promotional  policies,  and 
grievance  procedures  may  also  be  included.     The  members  of  the 
local  study  the  proposals,   discuss  them,   and  vote  on  them.     Once  the 
proposals  are  decided  upon,  the  bargaining  committee  arranges  to 
meet  with  the  representatives  of  management. 


The  proposals  advanced  by  the  unions  are  often  met  by  counter- 
proposals by  the  company  and  there  is  a  period  of  discussions. 
Concessions  are  often  made  by  each  side.     Periodically  the  two  groups 
report  back  to  their  superiors  for  further  instructions  and/or  formal 
approval  of  points  already  agreed  upon.     (The  bargaining  committee 
takes  these  points  to  a  membership  meeting  of  the  local  union. )  It 
is  important  to  mention  here  that  management  is  usually  interested  in 
the  welfare  of  its  employees  since  happy  workers  will  produce  more 
work.     But  the  demands,   especially  for  wages,  must  be  within 
reason.     Wages  are  an  employer's  largest  expense.     A  profit  is  only 
made  if  there  is  money  left  after  all  expenses  have  been  paid.  After 
all,  the  reason  to  be  in  business  is  to  make  a  profit.     Unfair  wage 
demands  can  cause  a  company  to  go  broke  or  can  be  the  reason  for 
increase  in  the  product's  price.     (Upward  movement  of  prices  and 
wages  is  known  as  INFLATION.)    The  counter -proposals  by  the 
company,   then,  must  take  the  factor  of  profit  into  consideration  and 
the  union  members  must  remember  to  expect  reasonable  pay  increases 
and  benefits. 
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In  most  cases  a  voluntary  agreement  is  reached  between  the  union 
and  management.     The  terms  of  the  agreement  are  written  into  a 
LABOUR  CONTRACT  governing  the  conditions  of  employment  in  a 
company  for  a  period  of  one  or  more  years.     This  contract  is  a  legal 
and  binding  document.     Breach  of  contract  by  either  party  is  grounds 
for  legal  action  or  at  the  very  least  grievance  procedures. 


If  management  and  the  local  labour  union  fail  to  reach  an  agree- 
ment,  then  methods  are  provided  in  the  labour  laws  of  the  various 
provinces,   and  in  the  federal  legislation,  for  government  assistance. 
The  manner  of  assistance  varies  from  province  to  province. 


The  first  stage  is  generally  the  appointment  of  a  conciliation 
officer  by  the  government's  labour  department.     He  meets  with  the 
union  and  with  management  to  explore  the  nature  and  extent  of  their 
differences.     He  may  also  bring  the  two  groups  together  in  an  effort 
to  have  them  agree.     If  he  succeeds,   then  a  contract  is  signed.  If 
he  fails,  the  discussions  move  on  to  the  next  step. 

This  is  most  frequently  the  establishment  of  a  Conciliation  Board 
which  is  normally  composed  of  three  people  —  one  nominated  by  the 
company,   one  by  the  union,   and  the  third,   the  chairman,   selected  by 
the  other  two  members.     If  they  cannot  agree  on  a  chairman,   he  may 
be  appointed  by  the  Minister  of  Labour. 


The  Board  conducts  hearings  and  listens  to  the  arguments  of  both 
sides  and  then  makes  a  report.     The  findings  of  the  Board  are  intended 
to  influence  a  voluntary  settlement.     If  such  an  agreement  is  reached, 
a  contract  is  signed  and  the  matter  ends  there.     If  there  is  no  agree- 
ment,  the  workers,   after  a  period  specified  in  the  labour  law,  are 
free  to  go  on  strike. 


The  local  union  members  vote  on  whether  or  not  they  will  go  on 
strike.  Voting  must  be  done  by  secret  ballot  and  is  supervised  very 
closely  by  the  Provincial  Department  of  Labour.  A  majority  vote  is 
required  before  a  strike  may  be  held. 
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Employers  do  not  like  to  see  strike  tactics  used.     The  refusal  to 
work  causes  a  loss  of  production,   which,   in  turn,   reduces  the 
company's  profits.     (The  employee  suffers  as  well  because  he  only 
receives  a  small  amount  of  pay.     This  money  comes  from  the  union 
and  is  known  as  STRIKE  BENEFITS.) 


NOTE:  If  the  union  members  go  on  strike  without  the  approval  of  the 
union  leaders,   it  is  called  a  WILDCAT  STRIKE.  


A  contract,  once  in  effect,   is  intended  to  provide  an  orderly  plan  for 
dealing  with  most  employee-employer  relationships.     Most  contracts,  for 
example,   specify  a  process  to  deal  with  complaints  called  a  GRIEVANCE 
PROCEDURE.     A  worker  may,  if  he  has  a  complaint,  file  a  grievance.  As 
a  rule  the  complaint  is  discussed  and  an  effort  made  to  settle  it  in  the 
department  where  the  worker  is  employed.     Usually  the  local  elects  a  "union 
shop  steward".     His  job,   among  others,   is  to  take  such  complaints  to  a 
department  head  or  supervisor. 


If  settlement  is  not  reached  at  the  departmental  level,   then  the  matter  is 
taken  to  a  higher  level.     This  will  involve  more  senior  officers.     If  agreement 
fails,  the  grievance  will  be  taken  to  the  next  highest  level.     If,   after  this 
process  has  been  exhausted  no  agreement  is  reached,   then  the  matter  is  usually 
placed  before  an  outside  third  party,   called  an  arbitrator,  or  before  several 
people  on  an  arbitration  commission.     The  decision  then  given  is  binding  on 
the  company,  on  the  employee,   and  on  the  union  representing  him. 

As  well  as  grievance  procedures  there  are  likely  to  be  sections  in  the 
contract  dealing  with  the  collection  of  union  dues  as  a  pay  deduction,   the  right 
or  perhaps  obligation  of  workers  to  become  union  members  and  so  on. 


In  addition  to  being  affiliated  with  an  international  or  national  union,  each 
local  may  belong  to  a  national  organization.     The  majority  of  locals  have 
membership  in  the  Canadian  Labour  Congress  (C.L.C.).     Every  second  year 
the  C.L.C.  holds  a  convention.     Delegates  may  be  sent  to  this  convention  from 
each  local.     The  delegates  discuss  and  decide  upon  a  wide  range  of  matters. 
Among  them  are  the  policies  that  will  govern  the  C.L.C.  for  the  next  two  years. 
Other  matters  such  as  minimum  wage  laws,   old  age  security  benefits,  health 
care,   and  so  on  are  discussed  and  resolutions  are  decided  upon.     These  are 
often  placed  before  the  government  in  Ottawa. 
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As  well  as  maintaining  a  close  watch  on  legislation  passed  by  the 
Government,  the  C.L.C.  makes  suggestions  regarding  unemployment  insurance, 
workers'  compensation,   pensions,   and  insurance.     The  CL.C.  conducts  labour 
and  economic  research,   educational  programs,   and  publishes  many  bulletins. 

(Note:    that  the  C.L.C.  has  labour  councils  at  the  provincial  and 
community  level  as  well.) 

As  you  have  seen,   a  labour  union's  primary  purpose  is  to  advance  and 
protect  the  interests  of  its  members  economically.     This  is  done  through 
collective  bargaining  with  employers  and  by  influencing  governments  at  all 
levels  to  pass  social  legislation.     Often  the  advances  made  by  unions  spill 
over  to  non-unionized  labour.   These  gains  are  reflected  in  terms  of  higher 
minimum  wages,   unemployment  insurance,   pensions,   and  other  benefits. 


Students  who  wish  further  information  relating  to  labour  may  contact  the 

Canadian  Labour  Congress 
2841  Riverside  Drive 
OTTAWA,  Ontario 
KIV  8X7 

or 

Alberta  Federation  of  Labour 
306,    11010  -  142  Street 
EDMONTON,  Alberta 


OTHER  POSSIBLE  BENEFITS 

Often  employees  enjoy  "fringe"  benefits  other  than  those  we  have  just 
discussed.     These  are  benefits  paid  or  partly  paid  for  by  the  employer. 

Alberta  Health  Care:     Everyone  in  Alberta  who  is  independent  (on  his  own  in 
a  financial  sense)  is  required  to  pay  an  Alberta  Health  Care  premium. 
This  entitles  that  person  to  medical  coverage  and  hospital  services.  Such 
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premiums  may  be  paid  directly  by  the  individual  but  are  more  often 
deducted  from  wages  or  salary  by  the  employer.     The  employer  submits 
the  premiums  he  collects  to  Alberta  Health  Care.     Some  employers  do 
pay  a  portion  of  or  all  of  the  premium.     When  this  occurs  it  is  a  "fringe" 
benefit. 


Insurance  Plans:  Often  employees  as  a  group  are  members  of  insurance  plans. 
Because  it  is  a  group  plan,  they  receive  special  or  lower  rates.  (In  some 
cases,  the  employers  may  pay  part  of  the  employee's  premium.) 

The  most  common  insurance  plans  are  life  and  disability.     These  plans  ■ 
pay  benefits  to  any  insured  employee  in  the  event  that  the  employee 
becomes  temporarily  or  permanently  disabled,   due  to  an  illness  or  an 
accident.     If  the  insured  person  should  die,   a  set  amount  is  paid  to  the 
beneficiaries. 


Private  Pension  Funds:    Many  employees  contribute  from  their  earnings  to  a 
private  pension  fund.     Like  the  insurance,   the  premiums  to  be  paid  by  the 
employee  and  what  portion  is  to  be  paid  by  the  employer,   are  set  out  in 
the  contract  of  employment.     Who  may  receive  benefits  and  what  the 
benefits  are,   is  set  out  in  the  provisions  of  the  pension  fund. 


Other  benefits  of  employment  include  holiday  pay,   sick  leave,  personal 
leave,   and  many  others.     These  employee  or  fringe  benefits  vary  from 
employer  to  employer  according  to  the  contract  negotiated  between  management 
and  employees. 
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Exercise  1:    True  or  False 


Read  each  statement  carefully.     Consider  whether  it  is  true  or  false.  If 
you  are  not  certain,  please  refer  to  the  lesson  notes.     Indicate  whether  the 
statements  are  true  or  false  by  placing  T  or  F  in  the  blanks  to  the  right. 
Rewrite  the  statements  you  marked  as  false  so  that  they  are  true.     (Use  the 
space  provided  below  each  statement. ) 

(1)  Workers  who  suffer  injury  as  a  result  of  their  own 
unsafe  acts  are  not  allowed  Workers'  Compensation 
benefits . 


(2)   Many,   but  not  all  workers  in  Alberta  are  covered  by 
Workers'  Compensation. 


(3)    Employers  pay  the  full  cost  of  the  Workers* 
Compensation  Board. 


(4)   An  injured  worker  must  accept  the  services  of  the 
first  medical  doctor  available. 


(5)    It  is  up  to  a  worker  who  has  been  receiving 
compensation  to  seek  employment  once 
physically  able  to  do  so. 


Occupations  10 


-  27  - 


Lesson  12 


(6)      Unsafe  conditions  and  faulty  equipment  cause  15%  or  less  or  all 
accidents. 


(7)      Labour  unions  are  sponsored  by  the  Communist  Party 
in  an  effort  to  overthrow  free  enterprise. 


(8)      The  findings  of  a  Concilation  Board  are  not  binding  on 
either  labour  or  management. 


(9)      The  Canadian  Labour  Congress  is  a  national  labour 
organization  to  which  many  unions  belong. 


(10)     The  purpose  of  the  C.L.C.   is  to  organize  a  party 

that  will  succeed  in  winning  a  majority  of  the  seats 
in  Parliament. 


(11)     Anyone  receiving  unemployment  insurance  may  resfuse 
any  job  as  "unsuitable"  and  continue  to  receive 
benefits . 


(12) 


It  is  better  not  to  report  theoccasional  day's 
employment  when  receiving  unemployment  insurance 
benefits  -  it  only  complicates  things. 
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(13)     Workers'   Compensation  pays  all  medical,  hospital, 
and  other  expenses  that  occur  as  a  result  of  an 
on-the-job  accident,   provided  the  worker  was 
covered  by  Workers'  Compensation. 


(14)    The  Canada  Pension  Plan  provides  retirement 

pensions  only  to  those  who  are  judged  as  "needy". 


(15)    Any  worker  suffering  an  illness  that  is  severe  and  prolonged 
in  nature  may  be  eligible  for  a  disability  pension. 


Exercise  2:  Short  Answer  Questions 

Answer  the  following  in  a  sentence  or  two. 
(1)      What  is  the  purpose  or  objective  of: 
(a)      a  local  labour  union. 


(b)      national  and  international  unions  to  which  local  unions  are 
affiliated. 
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(3)      What  is  the  rate  of  contribution  for  the  Canada  Pension  Plan? 


iU)      Who  contributes  to  Unemployment  Insurance? 


(5)      What  is  the  rate  of  contribution  to  Unemployment  Insurance? 


(6)      Who  may  receive  regular  benefits  under  Unemployment  Insurance? 


(7)      What  special  benefits  does  Unemployment  Insurance  provide? 
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(8)    What  important  information  should  a  person  include  in  an  unemployment 
insurance  claims  report? 


(a) 
(b) 


(9)    What  must  a  person  do  if  he  or  she  wishes  unemployment  insurance 
benefits  to  continue? 


QO)    What  is  the  definition  of  an  accident  as  used  by  the  Workers' 


Compensation  Board? 


(11)    Who  pays  the  total  cost  of  Workers'  Compensation? 


(12)    What  compensation  benefits  may  an  injured  or  disabled  worker  receive? 


(13)    What  compensation  benefits  may  the  dependents  of  a  worker  receive  should 
the  worker  die  as  a  result  of  an  "accident"? 
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(l/^)    What  is  the  object  of  the  Occupational  Health  and  Safety  Act  of  Alberta? 


(15)      What  other  benefits  not  fully  discussed  in  this  lesson  may  an  employee 
enjoy  as  a  result  of  his/her  employment? 


Exercise  3  :     Case  Studies 

(1)    Workers  at  the  Blue  Mountain  Fruit  Packers  are  unhappy.     They  feel  that 
they  are  underpaid  and  overworked.     They  are  not  unionized.     The  plant 
packs,   stores,   processes  fruits,  vegetables  and  other  food.     As  a  result 
it  operates  year  round.     Also,   it  is  the  only  plant  in  the  region.  Other 
local  businesses  supply  farm  needs  such  as  equipment,   and  fertilizer,  or 
cater  to  the  summer  tourist  trade. 

(a)    What  do  you  think  the  local  reaction  to  the  plant  workers  organizing 
into  a  union  would  be  ? 


(b)  Many  of  the  workers  feel  that  a  union  is  the  only  answer.  What 
steps  would  be  necessary  for  the  workers  to  organize  one? 


Occupations  10 


-32  - 


Lesson  12 


(2)      Fred  was  just  laid  off  of  his  warehouse  job  after  working  for  six 
months.  He  has  a  week's  holiday  pay  coming  to  him. 

(a)      Will  Fred  probably  be  eligible  for  Unemployment  Insurance? 


(b)      Fred  figures  that  he'll  wait  a  couple  of  weeks  before  he  applies 
for  Unemployment  Insurance  benefits.  He  figures  there  is  no  hurry 
to  apply  because  he  knows  that  he  will  have  a  waiting  period  of 
two  weeks  before  he  is  entitled  to  benefits.     If  Fred  waits  two 
weeks  before  applying  for  benefits,  what  surplse  is  he  going  to 
have  about  when  his  benefits  will  begin? 


(c)      When  should  Fred  apply  for  benefits? 


(3)      A  worker  has  been  employed  for  twenty  years  and  is  now  forty-one. 
Suddenly  this  person  becomes  ill.  Diagnosis  indicates  cancer  of  the 
liver.  The  victim  will  live  for  a  year  or  less  and  will  never  be  able 
to  work  again.   Is  there  any  possible  means  of  financial  help  other 
than  Social  Assistance?  Explain. 
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